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About This Procedure

This procedure provides instructions for accessing and operating the Reporting Center. The
following information will help you use the procedure more effectively and locate further
assistance if needed.

How The Procedure Is Organized

The major sections of this procedure are described below:

Overview presents an overview of The Reporting Center, including security access
information and instructions for accessing the system. It also provides basic operational
information including how to get help using The Reporting Center.

Field Instructions For Reporting Center contains instructions for completing the fields on
reports.

Running Administrative Reports provides explanations and instructions of all reports on the
Administrative Reports menu.

Running Financial Reports provides explanations and instructions of all reports on the
Financial Reports menu.

Running Personnel Reports provides explanations and instructions of all reports on the
Personnel Reports menu.

Running Workforce Reports provides explanations and instructions of all reports on the
Workforce Reports menu.

Heading Index provides an alphabetical list of all headings in the procedure. When a
heading is referenced, you can use this index to locate the page number.

To keep you informed about new or changed information related to this system, NFC issues short
publications called bulletins. This procedure and all related bulletins are listed in the NFC
Publications Catalog available online from the NFC Web site (http://www.nfc.usda.gov) home
page. Users can choose to view and/or print bulletins from the list provided in the Publications
Catalog.
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What Conventions Are Used

This procedure uses the following visual aids to identify certain kinds of information:

Convention

Example

Important extra information is
identified by a note, warning, caution,
or reminder icon in the left margin.

Figure references link figures with the
text. These references are printed in
bold sans serif font.

References to headings in the
procedure are printed in the same font
as figure references.

Note: When a heading is referenced
in the procedure, you can use the
Heading Index to locate the page
number.

Note: If you only have access to one agency, organizational

information will be completed for you.

On the Select A Report Menu (Figure 8), select the
applicable report.

Complete the fields as indicated under My Reports Pop-up
Field Instructions.

Who To Contact For Help

Vi

References to command buttons or Click [Done].

keyboard keys are printed in bold and

enclosed in brackets.

Field names are printed in the margin. |User Id Type your Reporting Center Id.

For questions about the system (including help with unusual conditions), contact the
Payroll/Personnel Call Center at 504-255-4630.

For access to the Reporting Center, contact your agency NFC security officer.
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Overview

This section presents the following topics:
About The Reporting Center
Related Systems

Responsibilities
Access And Security

About The Reporting Center

The Reporting Center is a Web-based application designed, developed, and maintained by the
National Finance Center (NFC) for personal computers (PCs) running on a Microsoft Internet
Explorer Browser of 5.5 SP2 (or higher) or a Netscape Navigator Browser of 6.2 (or higher)
with JavaScript enabled. The Reporting Center is an interactive Web site that enables
agencies to produce predefined and customized reports. The Reporting Center is accessed
from the Application Launchpad on the NFC Home page. These reports can be viewed
online, printed, saved to a folder, and/or displayed in a graphical format.

The Reporting Center is available for use by the following individuals:
e  Managers
e Personnel specialists

e Other employees of NFC-serviced agencies

The following types of reports are available on the Reporting Center:
e Administrative
¢ Financial
e Personnel Action

o  Workforce

Related Systems

Listed below are systems from which data is obtained for Reporting Center reports.

Central Accounting System (CAS). CAS is an accounting system that produces financial
management reports required of Treasury, the Office of Management and Budget (OMB), the
General Services Administration (GSA), and other agencies.

Employee Reporting System (EMPR). EMPR maintains master files on employment data.

Federal Agency Centralized Trial Balance System II (FACTS II). The FACTS II database
contains budgetary information used for Budget Execution and Budgetary Resources and
Year-End Closing Statements.



Title I, Chapter 29
Reporting Center

Federal Financial System (FFIS). FFIS is a fully integrated financial package that is
designed to meet stringent budget and funds control needs, as well as, complex multi-fund
accounting and reporting needs. FFIS integrates a wide range of accounting-related functions
to support a comprehensive financial system including:

e Budget and Funds Control;
e Cost Allocation;

e Project Cost Accounting;

e Spending; and

e Accounts Receivable

Intragovernmental Payment And Collection System (IPAC). IPAC is used to obligate
funds for transactions between government agencies.

Information Research/Inquiry System (IRIS). IRIS provides access to at least one
calendar year of current and five calendar years of historical payroll/personnel data and
certain payroll document history.

Miscellaneous Payments System (MISC). MISC is used to process a variety of payments
and transactions. MISC supports a variety of payments and adjustments through the use of
Forms AD-757, Miscellaneous Payments System, and Form AD-742, Transfer And
Adjustment Voucher. These forms permit authorized agencies to record disbursement and
adjustment transactions within and between agencies directly to accounting records
maintained at NFC.

Online Payment And Collection System Intragovernmental Transactions (OPAC).
OPAC is used to obligate funds for transactions between government agencies.

Payroll Processing System (PAYE). PAYE computes the employee’s gross pay, makes
applicable deductions, applies adjustments (corrected T&As and/or personnel documents)
from the Adjustment Processing System, develops the net amount due, and prepares data for
the issuance of a salary payment by Treasury. PAYE updates the database to reflect salary
payments as well as the employee’s leave. PAYE also prepares an earnings statement for all
paid employees each pay period, reflecting the current payment, plus year-to-date
information on earnings, deductions, leave, bonds, adjustments, retirement, etc. Reports that
are updated biweekly are updated on the Monday following the weekend that PAYE is run.

Planning And Tracking System (PATS). PATS is a Mainframe system used to
track/monitor all system-related projects initiated by the payroll/personnel community.

Purchase Order System (PRCH). PRCH provides a complete purchase order system used
for the purchase of goods and services from commercial or governmental suppliers. PRCH
processes obligations, accruals, and vendor payments for all transactions submitted via Form
AD-838, Purchase Order. PRCH produces disbursement, accounting, and reporting records
and internal journal vouchers. Different codes enable PRCH to pay and account for
transactions based on a predetermined method of payment (e.g., scheduled payments,
advance payments, or partial payments).
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Travel System (TRVL). TRVL is used to process travel authorizations, travel advances, and
travel vouchers for temporary duty and relocation. Documents may be entered into TRVL in
three ways: (1) by submitting hardcopy forms, (2) through Travel Online Data Entry, and

(3) through the PC Travel System.

Responsibilities

Listed below are the responsibilities of the primary organizations involved in processing and
system maintenance.
The Agency:

e Assigns profiles to employee(s).

e Submits access (and access termination) requests for user(s).

The National Finance Center:

e Provides security to prevent unauthorized personnel from accessing the Reporting
Center.

e Provides agencies the capability to view and modify transmitted transactions.

e Maintains suspense transactions in the database until they have been corrected or
deleted.

e Applies all successfully processed transactions to the database.

e Provides help text and procedures for users.

e Never leaves Reporting Center session unattended.

e Does not use the Auto Complete for Id’s and passwords.

e Does not give password to anyone.

e Changes password if there is any suspicion that it has been compromised.
e C(lears history after each session, when using a shared PC.

e Exits the NFC Home page before going on to other sites.

Access And Security

Security is designed to prevent the unauthorized use of systems and databases. For security
information, including user identification numbers (user ID’s), passwords, and obtaining
access to a specific system, see the Security Access procedure (Title VI, Chapter 1,
Section 1).

For more information, see:
Requesting Access To The Reporting Center
Hardware Requirements
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Requesting Access To The Reporting Center

To access the Reporting Center, you must:
e Use a personal computer and a secured telecommunications link to NFC.

e Have authorized security clearance.

For information about connecting and disconnecting from your telecommunications network,
see the instructions that are provided with your specific network.

Individuals must request access through their agency’s NFC security officer. The request
should provide the following information:

e User name

e User social security number (ssn)
e User ID

e User email address

e Agency name

e User access level requested. The requester must state whether or not the user requires
access to sensitive data (data contained in the IRIS 300 level screens) and/or detail
data.

e Security Officer or User Acceptance Tester. If the user is either a security officer or a
user acceptance tester, this must be stated on the request.

e Telephone number

e Application name (The Reporting Center, including the reports and organizations
needed. If the user requires access to Administrative Reports, these reports must be
listed individually due to the nature of the data.)

The access level requested should be based on the individual’s assigned work requirements
and job functions.

Hardware Requirements

You will need the following equipment to run the Reporting Center:

e Access to the Internet with a Microsoft Internet Explorer Browser of 5.5 SP2 (or
higher) or a Netscape Navigator Browser of 6.2 (or higher) with JavaScript enabled.

e Access to the Reporting Center.
e A PC with Internet capabilites.

e Printer capable of printing Web pages.
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Getting Started In The Reporting Center

This section presents the following topics:

Learning About The Reporting Center

Starting The Reporting Center

Reporting Center Command Buttons

Using The eAuthentication Login (For United States Department Of Agriculture (USDA)
Employees Only)

Changing Your Password

Using The How Do | Pop-ups

Using The Description Pop-ups

Exiting The Reporting Center

Select A Report Menu

Learning About The Reporting Center

To use the Reporting Center, you must have some knowledge of Microsoft Windows. Use
your Windows user guide for help with navigating in a Windows environment. Also, online
help is available to assist you in learning about processing Reporting Center requests.

For more information, see Online Help.

Online Help

The online help feature is available as a reference tool when you are requesting data in the
Reporting Center. To use online help, select Help at any window.

Starting The Reporting Center

To start the Reporting Center:

1.
2.

Log on to the Internet.
Connect to the NFC Home Page at www.nfc.usda.gov.

On the Application Launchpad on the NFC Home Page, select the Reporting Center
icon. A Warning Message appears (Figure 1).



Title I, Chapter 29
Reporting Center

www_nic.uzda_gov - [JavaScript Application]

@ WARNING
OU H&VE CONMECTED TO A 5. GOVERNMEMNT COMFUTER.
IF*0OU ARE MOT AUTHORIZED ACCESS TO THIS SYSTEM, DISCONMECT MO

All attempts to access and use thiz spstem and/or itz resources are subject to
kepstroke monitoring and recording.  Everpone using this system expressly consents
to such monhitaring and is advized that if such reveals pozsible evidence of

criminal activity or abugze of authority, the information will be reported to

authorities for action. Unauthorized acceszs attemplz or use in excess of documented
authority may subject you to a fine and/or imprisanment in accordance with

Title 18, USC, Section 1030 or administrative penalties or dismiszal.

WARNING

ak. I Cancel

Figure 1. Warning Message

4. After reading, agreeing to, and accepting the Warning Message (Figure 1), click [OK].
The Reporting Center Main Menu (Figure 2) is displayed.

EIRennr 1 Cente Message Board
ReportinglCenter gemanl
-J CFST Financial Database last updated 07/31/2001
FACTS II Financial Database last updated 093072002
OTRS/IPAC Reports last updated 1/8/2003
PATS Database last updated 12/06/2002
Personnel Action (PERHIS) last updated 12/22/2002
User 1D: Telephone Download Database last updated 1/8/2003
Workforce Profile Data (PERHIS) last updated 12/22/2002
Passwoard: _ Workiforce Profile "Detail” Data (PAYPERS) |last updated 12/22/2002 PP 24
B change
News
(e [ I e Detail Reports

save sustomized repors?
use the Org Structure Wizard?

The Quality Assurance testing of "Detail” reports is now over. NFC would like to thank
exportto a spreadsheet?

eueryone whe participated in the User Acceptance and Quality Assurance testing.
Tind oul The new "Detail” reparts include Rosters as well a3 Employes Search capabilities,
These reports will be available to you as soon as the following conditions are met:

* Your agency rust subscribe to use this new feature of the Reparting Center
+ Each user must request that detail reports be added to their security profile
= ADMINISTRATIVE REPORTS (contact your agency Security Officer for assistance)

Report Descriptions

Contact MFC Customer Support at (5041 255-5230 for more information aboutthe
subscription process Click here to wiew 3 sample Employee Roster report,

New Financial Report

The $F-224 Abstract of Tranzactions Repartis naw available in the Financizl Reports
Category, Click here to view a sample report, If you currently do not have access to
the Financial Reports contact your agency security officer and request access,

The S5F-2812 Repart of Withhaldings and Cantributions far Health Benefits, Life
Insurance and Retirerent Report is now available inthe Financial Reports Categqory.
Click here to view a sample report, If you currently do not have access to the
Financial Reports contact your agency security officer and request access.,

Figure 2. Reporting Center Main Menu

5. To view a list of reports available under each category and a description of each report,
click the down arrow on the Report Descriptions drop-down. This list will display all
available reports. Once you login to the Reporting Center, you will only be able to see
a list of those reports available to you based on your security access.

6. On the Reporting Center Main Menu, complete the fields as indicated under Reporting
Center Main Menu Field Instructions.

7. After completing the User Id and Password fields, click [Login] to Login to the
Reporting Center. If you do not have a user id and password, you must have your
agency NFC Security Officer submit a Security Access Request requesting access to
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the Reporting Center. For more information on obtaining a user id and password, see
Requesting Access To The Reporting Center.

8. After logging in, you can perform any of the following options:

Change Your Password

Using The eAuthentication Login (For United States Department Of Agriculture (USDA)
Employees Only)

Use The Description Pop-ups
Use The How Do | Pop-ups

Change Your Password

You can change your password at any time, but not more than once a day. You will also need
to change your password when it expires.

To change your password:

1.
2.

On the Reporting Center Main Menu (Figure 2), check the Change Password box.

Click [Login]. The Change Your Password pop-up (Figure 3) appears.

Change Your Password

Enter Mew Password I

Confirm New Password I
Submit I

Figure 3. Change Your Password pop-up

Complete the fields on the Change Your Password pop-up (Figure 3) as indicated
under Change Your Password Pop-up Field Instructions.

Click [Submit] to save the change. A Confirmation pop-up (Figure 4) appears.

Microzoft Internet Explorer Ed |

& tour Pazzwaord has been changed

Figure 4. Confirmation pop-up

Click [OK] to exit the Confirmation pop-up (Figure 4). The Select A Report
menu (Figure 8) is displayed.

Using The eAuthentication Login (For United States Department Of
Agriculture (USDA) Employees Only)

USDA employees have the option of logging on to the Reporting Center using an
eAuthentication user Id.



Title I, Chapter 29
Reporting Center

To log on to the Reporting Center using ab eAuthentication user Id (for USDA
employees only):

1. Connect to the NFC Home Page at www.nfc.usda.gov.

2. On the Application Launchpad on the NFC Home Page, select the Reporting Center
icon. A Warning Message appears (Figure 1).

3. After reading, agreeing to, and accepting the Warning Message (Figure 1), click [OK].
The eAuth Login (Figure 5) is displayed.

Attention USDA Users

th yvour e

th Login

can log into the
] | by entering
your user ord in the lagin
form below,

efuth Login

What s efduth?

User ID:

Password:
. Change P:
Figure 5. eAuth Login

4. Click [eAuth Login]. The USDA Web site is displayed.

Use The Description Pop-ups

The Report Descriptions box provides pop-ups that contain descriptions of reports in the
Reporting Center.

To use the Description pop-ups:

1. On the Reporting Center Main Menu (Figure 2), click the down arrow to select the
report type to be described.

2. Select a report type from the Report Descriptions box.

3. Click [View]. A Description pop-up (Figure 6) appears.
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%ﬁ Reporting Center

Ermergy Data Download Report: This report allows a download of all energy data on feeder systems currently logged in
the Mational Finance Center, To create the spreadsheet enter the optional Select Criteria and click Go, Access to this
report is deterrnined by your Reporting Center User Profile, Mote: All select criteria are assigned default values as

detailed below,

Select Criteria: The selection criteria categaries allow you the flexibility to build custom spreadsheets by providing you
options to indicate data fields, Maost select criteria options allow for multiple or black selections to be made, To make
rnultiple selections click on your initial selection and hold the control (Ctl) key down while clicking any subsequent
selections, To rmake a black selection click and drag the mouse ta highlight your selection, Note: These selection criteria

categories are optional.

# Agency - indicates the agency chosen for the report (the default selection is "all"). Multiple or block selections
are allowed. If multiple agencies are selected, no accounting code options appear, However, if a single agency is
selected, accounting code options are displaved as follows: (the default is "All" and rultiple or block seledtions
are allowed for each.)

Figure 6. Description pop-up

4. Click [X] to close the description and return to the Reporting Center Main
Menu (Figure 2).
Use The How Do I Pop-ups

How Do I pop-ups (Figure 7) are available on the Reporting Center Main Menu (Figure 2).
These pop-ups allow users to follow steps in performing various functions on the Reporting
Center.

To use the How Do | pop-ups:
1. On the Reporting Center Main Menu (Figure 2), select the applicable question.

2. Click [Find Out]. A How Do I pop-up (Figure 7) appears with the information
requested.
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MFC Reporting Center >> HOW DO 1? Tipsheet

g Back = ) - @ ol | @Search (3] Fawarites @Media @l =
| Address Iﬂj hittps: A pfe. uzda. goreSreporting/howdol. htrmcreate j @{}GD

TIFSHEET #1 NFC Reporting Center d
How do I create a report?

enter;

The fallowing is an exarnple of how to use the Reporting Center ta
create a report, In this example, we create a Minaority Profile
Worlforce report that displays permanent employment by occupation
{PATCOY across race and gender for an arganization,

First, log in to the Reporting Center. Then do the following:

IOFting G

Step 1: Select a Report.

» Click Workforce Reports,

3 e Click Minority Profile,

Step Z: Review the Report Description. (ootionarl)

» Read the short description of the report.
» Click More... to see additional information.

=
Figure 7. How Do | pop-up

3. Click [X] to return to the Reporting Center Main Menu (Figure 2).

Reporting Center Command Buttons

The following command buttons are used throughout the Reporting Center.

Reporting Center Command Buttons

Button Description
Used to cancel an action and return to the report.
Cancel
Used to close a window.
Close
Used to confirm that a selection has been made and to return
Bone to the report.
Used to exclude certain selections from a selection list.
Exclude
e Used when making a selection on the Run The Report menu.
o
Used to include certain selections from a selection list.
Include
Used to advance to the next level of an organizational
flext structure to further customize a report.
Used to open a file.
Open
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Reporting Center Command Buttons

Button Description
Used to open a folder.
Open Folder
Used to accept an action.
oK
) Used to return to the previous level when defining the
Bevious organizational structure.
. Used to refresh the field and return to the report.
eset
Used to save data.
Save
Used to search for an employee’s last name or ssn.
Search
Used to select an item from a list.
Select
« Used to close the open window.
Used to accept an action.
Yes

Exiting The Reporting Center

You can exit the Reporting Center from any window in the application.

To exit the Reporting Center:

1. At any Reporting Center window, click [Logoff] to return to the NFC Home page.

Select A Report Menu

After you connect to the Reporting Center, the Select A Report Menu (Figure 8) is displayed.
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Reporting Center

Step 1: Select a Report.

+ Administrative Reports
+ Financial

- L [n] '; |:|‘H‘-

Figure 8. Select A Report Menu

The Select A Report Menu (Figure 8) displays the following options:

¢ Administrative Reports. This section provides administrative type reports. The
following reports are available on the Administrative Reports menu.

e Energy Data Download

e Energy Detail

e Energy Summary

e GESD Request Tracking

e Leave Error

e Telephone Download

e Telephone Over The Max Limit

e Outstanding Travel Advances (3731)

e  OTRS/IPAC (OPAC Tracking and Reconciliation System)

¢ Financial Reports. This section provides reports containing financial data. The
following reports are available on the Financial Reports menu.

e SF-224 Abstract Of Trans (SCAP5D)

e FSDW (Financial Statement Data Warehouse) Abnormal Balance By Treasury
Symbol

e FSDW Abnormal Balance By Fund

e FSDW Adjustments Report

e FSDW Consolidated Financial Statements
e FSDW Crosswalk Trial Balance

e FSDW Eliminations Report

¢ FSDW Financial Statement Consistency Report

12
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FSDW GL Account Trial Balance

FSDW Preliminary Financial Statements
FSDW Trial Balance By Treasury Symbol
FACTS II SF 133

FACTS II FMS 2108

SF 2812

e Personnel Action Reports. This section provides provides reports containing data
based upon employee personnel actions. The following reports are available on the
Personnel Action Reports menu.

Hires

Hires Minority Profile
Promotions

Promotions Minority Profile
Separations

Separations Minority Profile

e  Workforce Reports. This section provides reports containing data based upon
workforce diversity. The following reports are available on the Workforce Reports
menu.

Age Profile

Civilian Employment (SF-113A) Report
Civilian Employment (SF-113G) Report
Dental Plan Payment

Dues Withheld

Education Level Profile

Employee Search (By Name)

Employee Search (By SSNO)
Employment By Disability Code

EPP Usage Statics

Employment Changes

Flex Fund

Gender Profile

Grade Distribution

Grade Across Minority And Gender
Grade Range
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e Leave Balances

e Jeave Liability

e Length Of Service Profile

e Life Insurance Listing

e  Minority Profile

e  Occupation (PATCO) Profile

e Official Time For Union Business
e Organization Profile

e Overdue Performance Appraisals
e Pay Plan And Grade Distribution
e Payroll Listing For W-2 Research
e Reduction In Force (RIF) Report
e Retirement Eligibility

e Retirement Profile (Inc. Early Out)
e Roster Of Employees

e Salary Summary

e Use-Or-Lose Leave Report

e  Workforce Analysis

e My Reports. This section provides reports created for and by the user. These are
reports that a user runs often and saves to the My Reports folder to run periodically
without having to reenter the criteria.

e Logoff. Used to log off of the Reporting Center.
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Using The Reporting Center

This section presents the following topics:

Creating Reports
Creating A Report As A Chart Or Graph

Viewing Reports Online

Saving Reports To Your My Reports Folder

Retrieving A Report From Your My Reports Folder

Creating A Spreadsheet
Saving Reports To A Folder

Creating Reports

The Reporting Center allows you to create various reports.

To create a report:

1. On the Select A Report Menu (Figure 8), select the applicable report to be created. The
selected report is displayed.

2. Complete the fields on the applicable report.
OR

Select the applicable criteria for the report.

3. After completing each field, click the applicable command button.

Note: After you click in a field, if you know the first character of the value that you
wish to put in a field, you can type that character and the list will jump to values
beginning with that character.

Note: If you only have access to one agency, organizational information will be
completed for you.

Note: If you do not have access to sensitive data, you will not see the fields where
sensitive data is displayed. Also, if you do not have access to sensitive data and after
running a report, you get a result of a sensitive data value less than 3, an * (asterisk)
will be displayed in the field rather than the number.

4. After all fields are completed, select the applicable action to be taken on the Run The
Report menu (Figure 9). Depending on the report selected, there are four Run The
Report menus (Figure 9).

a spreadsheet

Save in My Reports falder

Save report as

Fun the report
Save report as a spreadsheet
Save output in a falder
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Rum the report
Save output in a folder

F.un the repott

Save in My Reports falder
Save repott az a spreadsheet
Save repott in a falder

Figure 9. Run The Report menu

The following actions may be taken from the Run The Report menus (Figure 9).
® Run The Report. The report is displayed.

e Save In My Reports Folder. The report is saved in the My Reports option.
e Save Report As A Spreadsheet. The report is displayed as a spreadsheet.

e Save Report In A Folder. The report is saved to a folder.

e Save Output In A Folder. The report is saved to a folder.

5. After selecting the applicable action, click [Go]. The report is processed.

Creating A Report As A Chart Or Graph

The Reporting Center allows all Personnel Action reports and certain Workforce reports to be
displayed as charts and/or graphs. Only those reports that contain the field Report As Chart
Or Graph can be displayed as a chart or graph.

To create a chart or a graph:

1. On the Select A Report Menu (Figure 8), select the applicable report. The selected
report is displayed. The following reports have the Report As Chart Or Graph field:

Personnel Actions Report Menu
e All Actions

e All Actions Minority Profile

e Hires

e Hires Minority Profile

e Promotions

e Promotions Minority Profile

e Separations

e Separations Minority Profile

Workforce Reports Menu

e Age Profile
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e Education Level Profile

e Gender Profile

e Grade Distribution

e Length Of Service Profile
e Minority Profile

e Occupation (PATCO (Professional, Administrative, Technical, Clerical, Other))
Profile

e Organization Profile
e Retirement Eligibility
e Retirement Profile (Inc. Early Out)

e Salary Summary
Complete the fields on the appropriate report.
After completing each field, click the applicable command button.

To create a chart, select Chart in the Report As Chart Or Graph field.
OR

To create a graph, select Graph in the Report As Chart Or Graph field.
Select the applicable action to be taken on the Run The Report menu (Figure 9).

After selecting the applicable action, click [Go]. The report(s) (Figure 10)
and (Figure 11) is displayed.

Personnel Actions
U.s. Department Of Agriculture
Year = Calendar Year 2003 and Personnel Office Identifier = 5317 - USDA - OCFOQ - NFC
{MEW ORLEAMS, LAY (AGI0Y and Pay Plan = G5 and Ccc Ser = 0343 - MANAGEMENT AND
PROGRAM AMWALYSIS and RNO = Asian/ Pacific Islander or Black ar Hispanic or American
Indian/ alaskan Mative or White or Other and Gender = Female and Supervisary Status =
Mon-Supervisory and Grade = 11 and Location (State) = Louisiana and PATCO =
Professional or Administrative or Other and Employment Type = Permanent Full-Time and
4ge »= 25 Years Old and Education Level = Bachelors and Length of Service <= 5 years

By Crg
Org Total @b ‘;:r"ta' Full-Time (%%) Part-Time (%) Other (%6)
Dff Of The Chief Fnancl Dffcr & s =} 100
Total 2 u] 2 100

Total U.s. Department Of Agriculture Actions: 139553

Figure 10. Report Displayed As A Chart

17



Title I, Chapter 29
Reporting Center

Personnel Actions
For The U.s. Department Of Agriculture - Off Of The Chief Fhancl Offcr
Where Year = Calendar Year 2003 and Personnel Office Identifier = 5317 -
USDA - OCFO - MFC (NEW ORLEANS, LAY (AG30) and Pay Plan = GS and
Occ Ser = 0343 - MANAGEMENT AND PROGRAM ANALYSIS and RNO =
Asian/ Pacific Islander or Black or Hispanic or American Indian/ Alaskan
Mative or White or Other and Gender = Fermale and Supervisory Status =
Mon-Supervisory and Grade = 11 and Location {State) = Louisiana and
PATCD = Professional or Administrative or Other and Employment Type =
Permanent Full-Time and Age == 28 Years Old and Education Level = and
Length of Service

Full-Time I -
Part-Time | o
Other lo

Figure 11. Report Displayed As A Graph

Viewing Reports Online

You can run certain reports to be viewed online. Only reports that have the Run The Report
option on the Run The Report menu (Figure 9) can be viewed online. These reports may also
be printed using this option.

To view a report online:

1. On the Select A Report Menu (Figure 8), select the applicable report. The selected
report is displayed.

Note: All reports except Energy Data Download, Telephone Download, Employee
Search (By Name), FSDW Facts I File, and Employee Search (By SSNO) have the
Run The Report option on the Run The Report menu (Figure 9).

. Complete the fields on the applicable report.

After completing each field, click the applicable command button.

= w N

Select Run The Report on the Run The Report menu (Figure 9).
5. Click [Go]. The report (Figure 12) is displayed for viewing.

USDA - National Finance Center
Planning and Tracking System
Status Report
as of 02/07/2003
Fiscal Year = 2003 and Project Number = 20865 and System Acronym = EARM and NFC Branch =
'PASE' and Project Source = LCAE and Project Status = COMP

Project Branch Project .
System Description Memo Date Est. End Date End Act. End Date Status
Number Name Source o

20BE5 EARM FILE TRAMESFER EARM PASE LCAE 09/09/2002 11/08/2002 11/19/2002 COMP

1 records were selected
You are now viewing records 1 through 1

Figure 12. Report Displayed For Viewing
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Saving Reports In My Reports Folder

You can save your report(s) to the My Reports folder option. By saving your report(s) to My
Reports folder, you can run the same reports periodically without having to reenter data.
When using this option, you can only run the report with the data previously entered. This is
most useful when running routine reports that contain current data. You cannot change any of
the selection criteria when using this option.

To save a report to My Reports:

1. On the Select A Report Menu (Figure 8), select the applicable report. The selected
report is displayed.

Note: All reports except Employee Search (By Name), FSDW Facts I File, and
Employee Search (By SSNO) have the Save In My Reports Folder option on the Run
The Report menu (Figure 9).

Complete the fields on the applicable report.
After completing each field, click the applicable command button.

Select Save In My Reports Folder on the Run The Report menu (Figure 9).

A I

Click [Go]. The My Reports pop-up (Figure 13) appears.

Report Name |hires

Calendar vear = 2003 and Personnel Office -
Identifier = 1793 - ZMD and D STREETS SW RM1&0
Sub Heading {Selection Criteria): |[WASHINGTON, DC) (LALA) and Pay Plan = GM
and Occ Ser = 0007 - CORRECTIOMAL OFFICER
and RMC = Asian/ Pacific Islander or Black or bl
=l
MNotes:
[ -

done I cancel |

Figure 13. My Reports pop-up

6. Complete the fields as indicated under My Reports Pop-up Field Instructions.

7. Click [Done]. A Confirmation pop-up appears (Figure 14).

Microsoft x|

& “our Beport has been saved in My Beports

ok, |

Figure 14. Confirmation pop-up

8. Click [OK]. The report requested is displayed.
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Retrieving Reports From Your My Reports Folder

You can retrieve reports that you have previously saved from your My Reports folder. By
retrieving a report from your My Reports folder, you can run the report with the most current
information in the database based on the criteria that you entered when you saved the report
to My Reports.

To retrieve a report from your My Reports folder:

1. On the Select A Report Menu (Figure 8), select My Reports. The My Reports Listing
menu (Figure 15) is displayed with a list of reports that you saved to your My Reports
folder.

My Reports Listing

energy data download &
hires

otrs ipac

pats 3-11

persannel action 3-11L|

Include Motes: res QO Mo

Figure 15. My Reports Listing menu

2. On the My Reports Listing menu (Figure 15), complete the fields as indicated under
My Reports Listing Menu Field Instructions.

3. Click [Select]. A pop-up (Figure 16) appears listing the report selected.

My Reportzs lizting: pats 3-11

Motes:

Figure 16. Pop-up With Selected Report

4. After clicking [Select], select the applicable action on the Run The Report menu (for
My Reports) (Figure 17).

iPun the repaort

Edit My Reportz [Title and Nates)
FRemowve from My Reparts list
Save repott az a spreadsheet
Save output in a falder

Figure 17. Run The Report menu (for My Reports)

The following actions may be taken from the Run The Report menu (for My Reports).
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e Run The Report. The report is displayed.

e Edit My Reports (Title And Notes). You can modify the Report Name and/or
Notes field(s) on the My Reports pop-up (Figure 13). You cannot modify the
fields on the report. The only way to modify the fields on a report is to select the
applicable report, complete the fields, and rerun the report.

e Remove From My Reports List. You can remove the report from your My Reports
folder.

e Save Report As A Spreadsheet. The report is displayed as a spreadsheet.

e Save Output In A Folder. The report is saved to a folder.

Click [Go].

Creating A Spreadsheet

The Reporting Center allows you to create a spreadsheet for certain reports. Only reports that
have the Save Report As A Spreadsheet option on the Run The Report menu (Figure 9) can
be created as spreadsheets.

To create a spreadsheet:

1.

On the Select A Report Menu (Figure 8), select the applicable report. The selected
report is displayed.

Note: All reports, except SF 2812, Employee Search (By Name), and Employee
Search (By SSNO) have the Save Report As A Spreadsheet option.

Complete the fields on the applicable report.

After completing each field, click the applicable command button.

Select Save Report As A Spreadsheet on the Run The Report menu (Figure 9).
Click [Go].

Follow the onscreen prompts unique to your browser/setup to save your report as a
spreadsheet. After you follow the prompts, your report will be displayed as a
spreadsheet.
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A | B | c | D [EERT

1| USDA Energy Summary
_2 RN CALIFORNIA GAS CO and Account Number = 1708164800 and Feeder System Acronym = UTYN an
E
Z Agency Code = 02

5
"B |Tepe of Energy Repaorting Consumption Amount
7| Units

g
T Electricity MWH o $0
W Fuel Oil Thou. Gal. o $0
T Natural Gas Thou. Cu. Ft. 42 $3.001
f LPGIPropane Thou. Gal o $0
13| coal 5. Ton [ $0
14 | water Thou. Gal o 20
15 | Unidentified Wtilities 0iC 2310 $0
E Misc Energy Supplies 0IC 2610 30
17
E Total Costs $3.001
il
20|

21
22|

23

Figure 18. Report Displayed As A Spreadsheet

Saving Reports To A Folder

The Reporting Center allows you to save some of your reports to a folder so that more than
one person can utilize the report(s). Only reports that have the Save Report In A Folder
option or the Save Output To A Folder option on the Run The Report menu (Figure 9) can be
saved to a folder.

To save reports to a folder:

1. On the Select A Report Menu (Figure 8), select the applicable report. The selected
report is displayed.

Note: All reports except Energy Data Download, Telephone Data Download,
Employee Search (By Name), and Employee Search (By SSNO) have the Save Report
In A Folder option or the Save Output To A Folder option.

2. Complete the fields on the applicable report.
3. After completing each field, click the applicable command button.

4. Select Save Report In A Folder or Save Output To A Folder on the Run The Report
menu (Figure 9).

5. Click [Go].

6. Follow the onscreen prompts unique to your browser/setup to save your report to a
folder. After you follow the prompts, your report will be saved in a folder.
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Field Instructions For Using The Reporting Center

This section presents the following topics:
Reporting Center Main Menu Field Instructions
Change Your Password Pop-up Field Instructions

Select A Report Menu Description
My Reports Pop-up Field Instructions
My Reports Listing Menu

Reporting Center Main Menu Field Instructions

The Reporting Center Main Menu (Figure 2) is displayed when you click [OK] on the
Warning Message (Figure 1). The Reporting Center Main Menu (Figure 2) offers How Do |
for instructions for functions on the Reporting Center, Report Descriptions which offers a
drop down containing descriptions of available reports, a Message Board which contains a
list of the most recently updated reports, and a News section which gives information
regarding current updates to the Reporting Center. The text on these options changes as
information is updated on the Reporting Center. For more information on the Reporting
Center Main Menu, sce Starting The Reporting Center.

User ID Type your Reporting Center user ID.

Password Type your password. If you are accessing the FSDW Financial reports, your
Reporting Center password must be the same as your NFC Mainframe
password.

Change Password Check this box if you wish to change your password. The default for this field is

blank. If you check this box, the Change Your Password pop-up (Figure 3)
appears after you click [Login]. For instructions on changing your password, see
Changing Your Password.

How Do I... Click the down arrow to receive instructions for performing various functions in
the Reporting Center. Valid values are Create A Report, Save
Customized Reports,Use The Org Structure Wizard,
and Export To A Spreadsheet.

Report Descriptions Click the down arrow to receive descriptions of reports available. All reports
currently available on the Reporting Center are listed on Report Descriptions.

Change Your Password Pop-up Field Instructions

The Change Your Password pop-up (Figure 3) appears when you check the Change Password
box and click [Login] on the Reporting Center Main Menu (Figure 2).
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Enter New Password Type your new password. If you are accessing the FSDW Financial reports,
your Reporting Center password must be the same as your NFC Mainframe
password.

Confirm New Password  Retype your new password.

Select A Report Menu Description

The Select A Report Menu (Figure 8) is displayed after you login to the Reporting Center.
The Select A Report Menu (Figure 8) allows you to choose the type of report that you wish
to display. For instructions on using the Select A Report Menu (Figure 8), see Select A Report
Menu.

My Reports Pop-up Field Instructions

The My Reports pop-up (Figure 13) appears when you click [Go] after selecting Save In My
Reports Folder on the Run The Report menu (Figure 9).

Report Name Type the name that you want to give the report. This should be something easy
for you to remember. Information in this field may be changed.

gu_lt? H_e?ding (Selection  This field is system generated based upon criteria entered on the report.
riteria

Notes Type any notes related to the report. This field is available for you to record any
information that will help you when running the report. Information in this field
may be changed.

My Reports Listing Menu Field Instructions

The My Reports Listing menu (Figure 15) is displayed when you select My Reports on the
Select A Report Menu (Figure 8).

List Box This field is system generated based on the names that you gave the reports
saved to your My Reports folder. A list of reports saved is displayed in this
field. Select the applicable report to be retrieved.

Include Notes Select the applicable radio button to designate whether or not to include notes
when running the report. These are notes from the Notes field on the My
Reports pop-up (Figure 13). Valid values are Yes and No. The default for this
field is Yes.
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Running Administrative Reports

The Administrative Reports menu (Figure 19) contains the following reports:
OTRS/IPAC
Cost Metrics Reports

Energy Data Download

Energy Detail

Energy Summary
GESD Request Tracking Report

Leave Error

Outstanding Travel Advances (3731)
T&A Error Analysis

T&A Missing Personnel Actions
T&As Not Received By NFC
Telephone Download

Telephone Over The Max Limit Report
Utilities (UTVN) Download

» Request Tracking Re
Leawve Error Report
T& A Error Analysis

T& A Missing Personnel Actions
T&A's Mot Receiv

Figure 19. Administrative Reports menu
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OTRS/IPAC

The OTRS/IPAC report (Figure 20) is displayed when you select OTRS/IPAC on the
Administrative Reports menu (Figure 19). This report contains accounting data used to track
bills. There are two reports available on this option. They are the Aged Report Of
Unprocessed OPAC/IPAC Bills and the Completely Processed OPAC/IPAC Bills. Data for
this report is obtained from the OTRS/IPAC Tracking and Reconciliation System database
and is updated nightly.

AC Report: Aged Repart of Unproc - A IPAC Bills

Billz Datad:

Docurnent Reference Murnber:
Fay Register Date:

Sort By: Bill Date

Figure 21. OTRS/IPAC report

After running the OTRS/IPAC report (Figure 21), the OTRS/IPAC report (with
criteria) (Figure 22) is displayed.

USDA OCFOQO National Finance Center
Aged Report of Unprocessed OPAC Bills
Bills Dated = 06/14/2002 And Document Refernce Mumber = 64 700426 And Alc = 00004912 And
Pay Register Date = 6/24/2002
Sorted by Bill Date

Document Days Responsible

o Initiating Receiving Bill Bill Amount Amount o
Eills Dated Reference ALL ALLC (EClDl Date Amount Processed Unprocessed In_ Prm:efslng
Number Section Section
Total 0 0.00
Report Total
Total 0 0.00

Figure 22. OTRS/IPAC report (with criteria)

Field Instructions

OTRS/IPAC Report Click this field to select the applicable type of report to be run. Valid values are
Aged Report Of Unprocessed OPAC/IPAC Bills and
Completely Processed OPAC/IPAC Bills. The default for this
field is Aged Report Of Unprocessed OPAC/IPAC Bills.

You can also select from various spreadsheets. If you select one of the
spreadsheets, the report is run based on the spreadsheet selected. You do not
need to complete the remaining fields if one of the spreadsheets is selected. The
other fields are no longer displayed if you select one of the spreadsheets.

After making your selection, click [Done] or [Reset], as applicable.
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ALC

Bills Dated

Document Reference

Number

Pay Register Date

Sort By
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Click this field to select the applicable ALC (Agency Location Code). The
default for this field is A11. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.

Click this field to select the date(s) for the bill(s) on the report. The default for
this field is A11. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Click this field to select the applicable document reference number(s) for the
report. The default for this field is A11. After making your selection, click
[Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable pay register date. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable sort options. Valid values are ALC,
Bill Date, and Document Reference Number. The default for
this field Bil1l Date. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.
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Cost Metrics Reports

The Cost Metric Reports (Figure ) is displayed when you select Cost Metrics Reports on the
Administrative Reports menu (Figure 19). This report contains

Figure 23. Cost Metrics report

After completing the fields, the Cost Metrics report (with criteria) (Figure ) is displayed.

USDA OCFO National Finance Center
Average Number of Employees Paid (Biweekly)
2006 and Department = U, S, DEPARTMENT OF AGRICULTURE (AG) and Agency = OFFICE OF THE CHIEF FIN OFC

FY FY FY FY FY FY FY FY FY FY FY FY FY FY FY FY FY FY
o6 06 L1 o6 06 L1 o6 06 06 o6 06 06 o6 06 06 o6 06 06

P25 PP26 PPOL PPU2 PP03 PP04 PPOS PPOG PPOF PPOE PPOS PP10 PP11 PP1Z PP13 PP14 PP15 PP16

343 1,328 1,213 1,311 1,297 1,292 1,285 1,285 1,282 1,286 1,299 1,296 1,318 1,292 1,285 1.296 1,295 1,280
-343 1,328 1,313 1,211 1,297 1,292 1,285 1,285 1,282 1,286 1,299 1,29 1,312 1,292 1,285 1,296 1,295 1,280

Figure 24. Cost Metrics report (with criteria)

Field Instructions:

Cost Metrics Report Click this field to select which type of cost metrics report that you would like to

Department

Agency

Fiscal Year

fun. Valid values are Number Of Employees Paid and PayPers
FOCUS And CULPRIT CPU Utilization. This field defaults to
Number Of Employees Paid.

Click this field to select the applicable department. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable agency. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable fiscal year. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.
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Energy Data Download

The Energy Data Download report is displayed when you select Energy Data Download on
the Administrative Reports menu (Figure 19). This report contains energy data on all feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Ultilities
System, MISC, PRCH, and FFIS.

Agency:
ount Murmber:
Geographic Location Cade:
ce Date:

mpned/Leased!:

Feeder Syztern Acranyrn:

Energy Type:

Figure 25. Energy Data Download report

After running the Energy Data Download report (Figure 25), the Energy Data Download
report (with criteria) (Figure 26) is displayed.

Agency = AGR. MARKETING SERVICE and = 1041 and = 69 and Servce Location = USDA, AMS, COTTOM
Aetount Nember oot Sulli Aot tatioa Addr Eatended Zip  Weador Koy
T 0 H & LSDA AME, COTTCR DTSN TI00W SUNNTVEW AVE AL ca wn

Figure 26. Energy Data Download report (with criteria)

Field Instructions:

Agency

Click the Agency field to select the applicable agency for the report. Both the
2-digit agency code and the literal are displayed in this field. If a single agency,
other than 01-Office Of The Secretary, 30-Food And
Nutrition Service, 37-Food Safety And Inspection
Service, IT-Office Of The Chief Info Officer,
CE-FSA County Office Committee, CU-Customs &

Border Protection,or PI-DHS Plum Island is chosen,
additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field is A11. Multiple or block selections
are available in this field.

As each agency is selected, different fields are displayed. These fields are
specific to each agency.
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Cost Resp. Center

Cost Resp. Division

Location

Location 2

Appn/Allottee

Class/Sp. Purpose

Region

Suboffice

Unit

Subunit

Special Purpose

32

This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code.
Available selections for this field are based upon your entry in the Cost Resp.
Center field. Multiple or block selections are available in this field.

This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 08-Risk Management
Agency, 11-Forest Service,or 16-Natural Resources
Consv Serv in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 08-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 11-Forest Service inthe
Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 11-Forest Service inthe
Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 16-Natural Resources
Consv Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.
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This field is generated when you select 20-Natl Agrl Statistics
Serviceor 23-0Off. Of The Inspector General inthe
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

This field is generated when you select 20-Natl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 20-Natl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 23-Off. Of The Inspector
General in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 34-Animal/Plant Health
Insp. Serv. inthe Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 34-Animal/Plant Health
Insp. Serv. inthe Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 36-GIPSA in the Agency field. Click
the field to select the applicable accounting code (Option 1). Multiple or block
selections are available in this field.

This field is generated when you select 36-GIPSA in the Agency field. Click
the field to select the applicable accounting code (Option 2). Multiple or block
selections are available in this field.

This field is generated when you select 90-Off Of The Chief
Financial Offcror 98-Office Of Operations inthe Agency
field. Click the field to select the applicable accounting code (Option 1).
Multiple or block selections are available in this field.

This field is generated when you select 90-Off Of The Chief
Financial Offcr in the Agency field. Click the field to select the
applicable accounting code (Option 2). Multiple or block selections are
available in this field.
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This field is generated when you select 98-Office Of Operations in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

This field is generated when you select DA-Departmental
Administration in the Agency field. Click the field to select the
applicable accounting code (Option 1). Multiple or block selections are
available in this field.

This field is generated when you select FA-Farm Service Agency in
the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is A11. Multiple or block selections are available in this field.

Click the field to select the applicable service location name available. The
available options are determined by selection criteria in previous fields. The
default for this field is A11. Multiple or block selections are available in this
field.

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field is A11. Multiple or block selections are available in this
field.

Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this field is A11.
Multiple or block selections are available in this field.

Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values are G-Government Owned and L-Leased.
The default for this field is A1 1. Multiple or block selections are available in
this field.

Click the field to indicate the vendor name (utility company). The available
options are determined by selection criteria in previous fields. The default for
this field is A11. Multiple or block selections are available in this field.
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Feeder System Acronym Click the field to select the applciable 4-position Feeder System acronym for the

Energy Type

applicable NFC application. The available options are determined by selection
criteria in previous fields. The default for this field is A11. Multiple or block
selections are available in this field.

Click the field to select the applicable energy type. The available options are
determined by selection criteria in previous field. The default for this field
is A11. Multiple or block selections are available in this field.
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GESD Request Tracking Report

The GESD Requesting Tracking report (Figure 27) is displayed when you select GESD
Request Tracking Report on the Administrative Reports menu (Figure 19). This report
contains

Murnber:
ay Period Irnplentation:

;0 Tracking Murnber

Figure 27. GESD Request Tracking report

After running the GESD Request Tracking report (Figure 27), the GESD Request Tracking
report (with criteria) (Figure 28) is displayed.

USDA - National Finance Center
GESD Request Tracking Report
as of 03/02/2007
Department = ARC {AP) -- Appalachian Regional Commission and Agency = ARC (B6) -- Appalachian
Regional Commission and Project status = Open
Sorted by Agency and GESD Tracking Number

GESD Reimb. control Estimated Pay
Agency Tracking Agreement Subject s Period Status
Number Number Implementation

ARG 70199 MFC-07-1035 121472006 Electronic Version of the CAISCM? Reports Iap Open

Date of
Request

1 records were selected

Figure 28. GESD Request Tracking report (with criteria)

Field Instructions:

Department Click this field to select the applicable department. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.

Agency Click the Agency field to select the applicable agency for the report. If a single
agency, other than 01-Office Of The Secretary, 30-Food And
Nutrition Service, 37-Food Safety And Inspection
Service, IT-Office Of The Chief Info Officer,
CE-FSA County Office Committee, CU-Customs &
Border Protection,or PI-DHS Plum Island is chosen,
additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field is A11. Multiple or block selections
are available in this field.

GESD Tracking Number  Click this field to select the applicable 5-digit tracking number. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

37



Title I, Chapter 29
Reporting Center

Reimburseable

Agreement Number

Date Of Request

Subject

Control Number

Estimated Pay Period
Implementation

Status

Sort By

38

Click this field to select the applicable reimbursable agreement number. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable date. After making your selection, click
[Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable subject matter. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable control number for the project. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the estimated pay period for implementation of the
project. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.

Click this field to select the applicable status. Valid values are Closed,
Deleted, and Open. After making your selection, click [Done], [Cancel], or
[Reset], as applicable. This field defaults to Open.

Click this field to select the applicable sort option. This field defaults to GESD
Tracking Number. Valid values are Agency, GESD Tracking
Number, Reimburseable Agreement Number, Date Of
Request, Control Number, Estimated Pay Period
Implementation, and Status. After making your selection, click
[Done], [Cancel], or [Reset], as applicable.
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Energy Detail

The Energy Detail report (Figure 29) is displayed when you select Energy Detail on the
Administrative Reports menu (Figure 19). This report contains energy data concerning feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Ultilities
System, MISC, PRCH, and FFIS.

LET=Nu] grap |'| ic Locs

e [Dat

Figure 29. Energy Detail report

After running the Energy Detail report (Figure 29), the Energy Detail report (with
criteria) (Figure 30) is displayed.

UsSDA ENERGY DETAIL REPORT
&gency = 90 -- OFF OF THE CHIEF FNANCL OFFCR and FY/appn = 039 and Org = N and
Service Location = USDA, NFC and Yendar Name = ENTERGY and Account Mumber =
1847069 and Feeder System Acronym = UTYN and Geographic Location Code =
221690071 and Govt, Owned/Leased Code = L and Service Date »  10/30/2002 and
Energy Type = Electricity and Sorted by = Agency

Agency Code = 90

Account (or Document) Number: 1847069

Agency: 90 Acct Station: 0010 T&A Contact: 22169003 GLC: 221690071

Name: USDA, NFC Building: L

Address: TANO BLDG 4277 POCHE CT
City /State /Zip: NEW ORLEAMS . LA 70129 - 0000

¥endor Name: ENTER &
Vendor Address: P 0 BOX 61966
Vendor City /State /Zip: NEW ORLEANS , L& 70167 - 0000
Payment/Service Date: 01/03/2003 Feeder System: UTwH
Accounting: 032NLG1ADZ0

Type of Energy Reporting Consumption Amount
Units
Electricity KWH 232,000 $12,731
Fuel 0il Gal. o $0
Natural Gas CCF ] $0
LPG/Propane Gal. o $o
Coal 5. Ton ] $0
Water Gal. [] o0
Unidentified Utilities 0/C 2310 $0
Misc. Energy Supplies 0/C 2610 $0
Total Costs $12,721

Figure 30. Energy Detail report (with criteria)

39



Title I, Chapter 29
Reporting Center

Field Instructions:

Agency

Cost Resp. Center

Cost Resp. Division

Location

Location 2

Appn/Allottee

Class/Sp. Purpose

Region

Sub-Office

40

Click the Agency field to select the applicable agency for the report. If a single
agency, other than 01-Office Of The Secretary, 30-Food And
Nutrition Service, 37-Food Safety And Inspection
Service, IT-Office Of The Chief Info Officer,
CE-FSA County Office Committee, CU-Customs &

Border Protection,or PI-DHS Plum Island is chosen,
additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field is A11. Multiple or block selections
are available in this field.

This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 08-Risk Management
Agency, 11-Forest Service,or 16-Natural Resources
Consv Serv inthe Agency field. Click the field to select the applicable

accounting code (Option 1). Multiple or block selections are available in this
field.

This field is generated when you select 08-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.
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This field is generated when you select 11-Forest Service inthe
Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 11-Forest Service inthe
Agency field. Click the field to select the applicable accounting code
(Option 3). Multiple or block selections are available in this field.

This field is generated when you select 16-Natural Resources
Consv Service in the Agency field. Click the field to select the applicable

accounting code (Option 2). Multiple or block selections are available in this
field.

This field is generated when you select 20-Natl Agrl Statistics
Serviceor 23-0Off. Of The Inspector General inthe
Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 20-Natl Agrl Statistics
Service in the Agency field. Click the field to select the applicable

accounting code (Option 2). Multiple or block selections are available in this
field.

This field is generated when you select 20-Natl Agrl Statistics
Service in the Agency field. Click the field to select the applicable

accounting code (Option 3). Multiple or block selections are available in this
field.

This field is generated when you select 23-Off. Of The Inspector
General in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this
field.

This field is generated when you select 34-Animal/Plant Health
Insp. Serv. inthe Agency field. Click the field to select the applicable

accounting code (Option 1). Multiple or block selections are available in this
field.

This field is generated when you select 34-Animal/Plant Health
Insp. Serv. inthe Agency field. Click the field to select the applicable

accounting code (Option 2). Multiple or block selections are available in this
field.
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This field is generated when you select 36-GIPSA in the Agency field. Click
the field to select the applicable accounting code (Option 1). Multiple or block
selections are available in this field.

This field is generated when you select 36-GIPSA in the Agency field. Click
the field to select the applicable accounting code (Option 2). Multiple or block
selections are available in this field.

This field is generated when you select 90-Off Of The Chief Fi-
nancial Offcror 98-Office Of Operations in the Agency
field. Click the field to select the applicable accounting code (Option 1). Multi-
ple or block selections are available in this field.

This field is generated when you select 90-Off Of The Chief
Financial Offcr in the Agency field. Click the field to select the
applicable accounting code (Option 2). Multiple or block selections are
available in this field.

This field is generated when you select DA-Departmental
Administration in the Agency field. Click the field to select the
applicable accounting code (Option 1). Multiple or block selections are
available in this field.

This field is generated when you select FA-Farm Service Agency in
the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is A11. Multiple or block selections are available in this field.

Click the field to select the applicable service location available. The available
options are determined by selection criteria in previous fields. The default for
this field is A11. Multiple or block selections are available in this field.

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field is A11. Multiple or block selections are available in this
field.

Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this field is A11.
Multiple or block selections are available in this field.
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Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values are L-Leased and G-Government Owned.
The default for this field is A1 1. Multiple or block selections are available in
this field.

Click the field to indicate the applicable utility company. The available options
are determined by selection criteria in previous fields. The default for this field

is A11. Multiple or block selections are available in this field.

Click the field to select the applciable 4-position acronym for the applicable
NFC application. The available options are determined by selection criteria in
previous fields. The default for this field is A11. Multiple or block selections
are available in this field.

Click the field to select the applicable energy type. The available options are
determined by selection criteria in previous field. The default for this field is
Al1l. Multiple or block selections are available in this field.

Click this field to select the sort options. Multiple or block selections are not
available for this field. If multiple agencies were selected in the Agency field,
you can sort by agency. If a single agency was selected in the Agency field, you
can sort by accounting class. The default sort is Accounting Class 1.
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Energy Summary

The Energy Summary report (Figure 31) is displayed when you select Energy Summary on
the Administrative Reports menu (Figure 19). This report contains energy data on all feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Ultilities
System, MISC, PRCH, and FFIS.

Account Murmber:

Service Location Mam

ographic Location <

Service Date;

Surnrnarize By

Figure 31. Energy Summary report

After running the Energy Summary report (Figure 31), the Energy Summer report (with
criteria) (Figure 32) is displayed.

USDA Energy Summary
Agency = 90 -- OFF OF THE CHIEF FNANCL OFFCR and FY/appn = 029 or 039 and Org =
M and ¥endar Name = ENTERGY and Account Number = 11030095 or 1847060 or
1847069 ar ES089400510 and Feeder System Acronym = UTYM and Geographic Location
Code = 221690071 and Gowt, Owned/Leased Code = L and Service Date =  10/31/2001
and Summarized by = Org

FY/appn = 029 Org = M

Type of Energy Reporting Consumpbon Amount
Units
Electricity MWH 2,116 $128,570
Fuel 0Oil Thou. Gal. L] $0
Natural Gas Thou. Cu. Ft. L] $0
LPG/Propane Thou. Gal 0 $0
Coal 5. Ton 0 $0
Water Thou. Gal 0 $0
Unidentified Utiliies a/c 2310 $0
Misc Energy Supplies 0/C 2610 $0
Total Costs $138,570

Figure 32. Energy Summary report (with criteria)
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Click this field to the select the applicable agency. If a single agency, other than
22-COOP State, Res, Educ, And Ext Serv, 30-Food
And Nutrition Service, IT-Office Of The Chief Info
Officer, CE-FSA County Office Committee, CU-Customs
& Border Protection,or PI-DHS Plum Island.is chosen,
additional fields are displayed. If you multiple agencies are chosen, the
additional fields are not displayed. The default for this field is A11. Multiple or
block selections are available in this field.

This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you select 08-Risk Management
Agency, 11-Forest Service,or 16-Natural Resources
Consv Serv in the Agency field. Click the field to select the applicable

accounting code (Option 1). Multiple or block selections are available in this
field.

This field is generated when you select 08-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.
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This field is generated when you select 11-Forest Service inthe
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

This field is generated when you select 11-Forest Service inthe
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

This field is generated when you select 16-Natural Resources
Consv Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 20-Natl Agrl Statistics
Serviceor23-0ff. Of The Inspector inthe Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field

This field is generated when you select 20-Natl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 20-Natl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 23-Off. Of The Inspector
General in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 34-Animal/Plant Health
Insp. Serv. inthe Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 34-Animal/Plant Health
Insp. Serv. inthe Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you select 36-GIPSA in the Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field.

This field is generated when you select 36-GIPSA in the Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field.
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This field is generated when you select 90-Off Of The Chief
Financial Offcror 98-Office Of Operations inthe Agency
field. Click the field to select the applicable accounting code. Multiple or block
selections are available in this field.

This field is generated when you select 90-Off Of The Chief
Financial Offcr in the Agency field. Click the field to select the

applicable accounting code. Multiple or block selections are available in this
field.

This field is generated when you select 98-Office Of Operations in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

This field is generated when you select DA-Departmental
Administration in the Agency field. Click the field to select the

applicable accounting code. Multiple or block selections are available in this
field.

This field is generated when you select FA-Farm Service Agency in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is A11. Multiple or block selections are available in this field.

Click the field to select the applicable service location available. The available
options are determined by selection criteria in previous fields. The default for
this field is A11. Multiple or block selections are available in this field.

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field is A11. Multiple or block selections are available in this
field.

Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this field is A11.
Multiple or block selections are available in this field.
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Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values are G-Government Owned and L-Leased.
The default for this field is A1 1. Multiple or block selections are available in
this field.

Click the field to select the applicable utility company. The available options are
determined by selection criteria in previous fields. The default for this field is
Al1l. Multiple or block selections are available in this field.

Click the field to select the applciable 4-position acronym for the applicable
NFC application. The available options are determined by selection criteria in
previous fields. The default for this field is A11. Multiple or block selections
are available in this field.

Click this field to select the sort options. Multiple or block selections are not
available for this field. If multiple agencies were selected in the Agency field,
you can sort by agency. If a single agency was selected in the Agency field, you
can sort by accounting class.
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Leave Error

Contact Point

Sort Order

The Leave Error report (Figure 33) is displayed when you select Leave Error on the
Administrative Reports menu (Figure 19). This report contains leave error data used by
timekeepers when working with time and attendance and leave audits. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly.

Contact Point:

Figure 33. Leave Error report

After running the Leave Error report (Figure 33), the Leave Error report (with
criteria) (Figure 34) is displayed.

Leave Error Report
Sensitive Personnel Data -- Use is Restricted

Contact Point: 90 22 1690 04 30 Employing Office: 5317  Date Prepared: 11/6/2004
sep asL Type Type Prior YID  YTD YTD Ending ta"':‘:“r Accrued ”’?: End
Name sSNO Date tat PP Leave EmplCanyoverEamed Used Cr Balance “p7O¥®" Thizpp [\ Balance
05/18/8% & 21 ANN 1 10.50- 144,00 108,00 27.50 5.00 2.75
09/08/72 & 21 ANN 1 240,00 163.00 75,00 332.00 5.0014.00
& 21 comp 1 42,25 38.00 4.25 1.25 5.00 575 %
05/24/85 & 21 COMP 1 200 15.50 17.50 23.50 *
03/27/82 & 21 COMP 1 50.50 34,75 15,75 .50 1.00 21,75 *

* COMP Ending Balance = (COMP-CURRENT-BAL + COMP-PRIOR-YR-BAL + COMP-BAL-REL-OBS).

Total Employees: 4 Total Errors: 5

thanges annotated above are certified to be true and comrect as of pay period

Certified By: Date:

Figure 34. Leave Error report (with criteria)

Field Instructions

Click this field to select the applicable contact point. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable sort option. Click the down arrow to
display the various sort options. Each level has two parts. The first part is the
literal sort, and the second part is whether or not you want to sort in ascending
or descending order. This field defaults to Contact Point, Last
Name. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.
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Outstanding Travel Advances (3731)

The Outstanding Travel Advances (3731) report (Figure 35) is displayed when you select
Outstanding Travel Advances (3731) on the Administrative Reports menu (Figure 19). This
report contains information on employees with outstanding travel advances. This information
is summarized by either agency or originating office. Data for this report is obtained from the
Travel System.

Structure

e Identifar

Figure 35. Outstanding Travel Advances (3731) report

After running the Outstanding Travel Advances (3731) report (Figure 35), the Outstanding
Travel Advances (3731) report (Figure 36) (with criteria) is displayed.
United States Department of Agriculture
National Finance Center
List of Travel Advance Accounts With Outstanding Balances
U. 8. Department Of Agriculture - Office Of The Chief Fin Ofc

(SENSITIVE PERSOMNMEL DATA - USE IS RESTRICTED)

Agency: OFFICE OF THE CHIEF FIN OFC
Originating Office:
Empl Last Travel Last Advance Last Repayment  Amount
Orig Office Soc Sec No E'::::EE Stat Agency Date Amount  Date Amount  Date 0/s
AG30905005 PaYROLL  AGS0 02/19/04 $200.00 02/12/04 $100.00 03/01/04 $100.00
Total $200,00 $100,00 $100,00

Figure 36. Outstanding Travel Advances (3731) report (with criteria)

Field Instructions

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit

Identifier

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

53



Title I, Chapter 29
Reporting Center

Originating Office

Last Travel Date

Employee Status

Advance Date

Repayment Date

Advance Notice Date

Sort Order
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Click this field to select the applicable originating office. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the employee’s last travel date. You can either select a
date or select Blank. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Click this field to select the employee’s status. Valid values are
0=Payrolled, PR, NH, 1=Separated, and 2=Not
Payrolled, NP, SA, NG. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.

Click this field to select the date of the applicable advance. You can either select
a date or select Blank. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Click this field to select repayment date. You can either select a date or select
Blank. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.

Click this field to select the advance notice date. You can either select a date or
select Blank. After making your selection, click [Done], [Cancel], or [Reset],
as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. This field defaults to Org. After making your selection, click
[Done], [Reset], or [Cancel] as applicable.



Title I, Chapter 29
Reporting Center

T&A Error Analysis

The T&A Error Analysis report (Figure 37) is displayed when you select T&A Error Analysis
from the Administrative Reports menu (Figure 19). This report provides a list of employees
with T&A errors corrected during the pay period. This report is updated after TIME has
executed.

Contackt Point:

Sort Order: Contackt Point, Last Marme, First Mamme , Mid Init

Figure 37. T&A Error Analysis report

After running the T&A Error Analysis report (Figure 37), the T&A Error Analysis report
(with criteria) (Figure 38).

Error Analysis by Contact Point {(CULPOO53)
Sensitive Personnel Data -- Use is Restricted
Agency: OFFICE OF THE CHIEF FINANCIAL OFFICER

Date Prepared: 3/2/2007  For Pay Period 03 Pass No. 1
p/P

Msg
Contact Point  E/O Name SSNO d o Error Message Description
TA

90 22 1690 40 35 5317 03 236 BASE TOUR MUST BE WORKED BEFORE OfT IS ALLOWED
03 259 WEEKLY HRS EXCEED 35 ©OR LESS THAM 45 FOR AWS 5
90 22 1620 40 35 5317 02 236 BASE TOUR MUST BE WORKED BEFORE OfT 1S ALLOWED

03 259 WEEKLY HRS EXCEED 35 ©OR LESS THAM 43 FOR AWS 3

Contact Point Total T&A's: 2 Total Errors: 4

Figure 38. T&A Error Analysis report (with criteria)

Field Instructions:

Contact Point

Sort Order

Click this field to select the applicable contact point. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select four levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable. This field defaults to Contact Point, Last
Name, First Name, Mid Init.
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T&A Missing Personnel Actions

T&A Missing Personnel Actions report (Figure 39) is displayed when you select T&A
Missing Personnel Actions from the Administrative Reports menu (Figure 19). This report
provides a list of T&As with missing personnel actions that require an action to be taken by
the employee’s personnel office. This must be done before the T&A can be processed. This
report is updated after TIME has been executed.

Contact Point:

Sort Order: Contackt Point, Last Mame, First Hame , Mid Init

Figure 39. T&A Missing Personnel Actions report

After running the T&A Missing Personnel Actions report (Figure 39), the T& A Missing
Personnel Actions report (with criteria) (Figure 40) is displayed.

Error Analysis for T&A Processing (CULPO099)
Missing Personnel Actions
Sensitive Personnel Data -- Use is Restricted
Agency: OFFICE OF THE CHIEF FINANCIAL OFFICER
Date Prepared: 3/2/2007  For Pay Period 03  Pass No. 1

PP Meg
Contact Point || E/D | Name SENO Org on - Ervor Message Description
TA
00 22 1690 40 84 5317 90 70 40 0090 15 02 137 EMPLOYEE IM MOMPAY OR SEPARATED STATUS
03 |167 | NTE DATE EXCEEDED
03 193 Tas RECEIVED FOR SEPARATED EMPLOYEE
Contact Paint Total T&A's: 1 Total Ervors: 3

Figure 40. T&A Missing Personnel Actions report (with criteria)

Field Instructions:

Contact Point

Sort Order

Click this field to select the applicable contact point. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select four levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable. This field defaults to Contact Point, Last
Name, First Name, Mid Init.
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T&As Not Received By NFC

The T&As Not Received By NFC report (Figure 41) is displayed when you select T&As Not
Received By NFC Report from the Administrative Reports menu (Figure 19). This report
provides a list of T&As not received by NFC for the current pay period being processed.
Agencies should run this report Tuesday, Wednesday, Thursday, and Friday mornings after all
T&As have been transmitted to NFC. This report is updated after TIME has been executed.

1=

Figure 41. T&As Not Received By NFC report

After running the T&As Not Received By NFC report (Figure 41), the T&As Not Received
By NFC report (with criteria) (Figure 42) is displayed.

Active Full/Part-Time Employees - T&A's Not Received by NFC
T8&A Contact Point Sequence
As Of: 02/24/07
For Pay Period 03
Sensitive Personnel Data -- Use is Restricted
Contact Point: 00 -0 000- 00 00 Employing Office: 2890

Agency| Contact Point || ssno || Name [Po1 [ Last Paid | P | Gr/st || Phone #
33 | 00-0000-00-00 2890 02/05/07 | G5 |0S/01 | 000-000-0000

Figure 42. T&As Not Received By NFC (with criteria)

Field Instructions:

Contact Point Click this field to select the applicable contact point. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Sort Order Click this field to indicate the sort order options to be displayed on the report.
You can select four levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],
or [Cancel] as applicable. This field defaults to Contact Point, Last
Name.
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Telephone Download

The Telephone Download report (Figure 43) is displayed when you select Telephone
Download from the Administrative Reports menu (Figure 19). This report provides a
download of all telephone data currently in the NFC database. Data for this report is obtained
from TELE and is updated weekly.

Agency:

Account Murmber:

or Murmber:
Vendor Marme:
Wandor
Wendaor
Type Service!

Billing Cucle:

Figure 43. Telephone Download report

After running the Telephone Download report (Figure 43), the Telephone Download report
(with criteria) (Figure 44) is displayed.

Al =| | Teleghone (TELE) Data File
[ 8 T c 7

b [ E [ F [ 6 T 1 |

| emrazear uvEST ] FERFIVLLE THPRES LRt

Figure 44. Telephone Download report (with criteria)

Field Instructions:

Agency

Click the Agency field to select the applicable agency for the report. If a single
agency, other than 01-Office Of The Secretary, is chosen,
additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field is A11. Multiple or block selections
are available in this field.

61



Title I, Chapter 29
Reporting Center

Account Number Click this field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is A11. Multiple or block selections are available in this field.

Account Status Click this field to select the applicable account status. The available options are
determined by selection criteria in previous fields. The default for this field is
Al1l. Multiple or block selections are available in this field.

T&A Contact Point Click this field to select the applicable T&A contact point. The available
options are determined by selection criteria in previous fields. The T&A contact
point is displayed in this field with the agency code, state code, town code, and
unit code. The timekeeper code is not displayed in this field. The default for this
field is A11. Multiple or block selections are available in this field.

T&A Contact Name Click this field to select the name of the applicable T&A contact point. The
available options are determined by selection criteria in previous fields. The

default for this field is A11. Multiple or block selections are available in this
field.

T&A Contact (City) Click this field to select the applicable city. The available options are
determined by selection criteria in previous fields. The default for this field is
Al1l. Multiple or block selections are available in this field.

T&A Contact (State) Click this field to select the applicable state. The available options are
determined by selection criteria in previous fields. The default for this field is
Al1l. Multiple or block selections are available in this field.

Service Location Click this field to select the applicable service location. The available options
are determined by selection criteria in previous fields. The default for this field
is A11. Multiple or block selections are available in this field.

Service Location (City)  Click this field to select the applicable service location city. The available
options are determined selection criteria in privious fields. The default for this
field is A11. Multiple or block selections are available in this field.

Service Location (State)  Click this field to select the applicable service location state. The available
options are determined by selection criteria in previous fields. The default for
this field is A11. Multiple or block selections are available in this field.

Vendor Number Click this field to select the applicable vendor number for the applicable
telephone company. The available options are determined by selection criteria in
previous fields. The default for this field is A11. Multiple or block selections
are available in this field.
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Click this field to select the applicable vendor name. The available options are
determined by selection criteria in previous fields. The default for this field is
Al1l. Multiple or block selections are available in this field.

Click this field to select the applicable vendor city. The available options are
determined by selection criteria in previous fields. The default for this field is
Al1l. Multiple or block selections are available in this field.

Click this field to select the applicable vendor state. The available options are
determined by selection criteria in previous fields. The default for this field is
Al1l. Multiple or block selections are available in this field.

Click this field to select the applicable type of service. The available options are
determined by selection criteria in previous fields. The default for this field is
Al1l. Multiple or block selections are available in this field.

Click this field to select the applicable time frame for the billing cycle. The
available options are determined by selection criteria in previous fields. The
default for this field is A11. Multiple or block selections are available in this
field.
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Telephone Over The Max Limit

The Telephone Over the Max Limit report (Figure 45) is displayed when you

select Telephone Over The Max Limit on the Administrative Reports menu (Figure 19). This
report contains data regarding telephone accounts that have exceeded their service or toll
limits.

Agency:
unt Murmber:
ontact Point:

Marme:

Sort By: Date Processed

Figure 45. Telephone Over The Max Limit report

After running the Telephone Over The Max Limit report (Figure 45), the Telephone Over The
Max Limit report (with criteria) (Figure ) is displayed.

USDA - National Finance Center
Telephone Over the Max - Limit Report
agency Egual To 90 and Account Number Equal To 00047168072 and T & 4 Contact Point Equal To 9022169007 and Date
Processed Equal To 06/28/2004 and Yendor Mame Equal To SPRINT PCS and Type Service Equal To Miscellaneous

Sorted by Date Processed
Date Accoun t vendor Service Service Toll Type
Processe d Number T&A Contact Name Location Lmit Charge Limit Charge Service
06/29/2004 00047168072 9022169007  SPRINT PSS 907001 0.00 0,00 0.00  1.50 Miscellaneous

P.0. BOR 60,000

HEW ORLEANS LATO160

Figure 46. Telephone Over The Max Limit report (with criteria)

Field Instructions

Agency Click this field to select the applicable agency. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.

Account Number Click this field to select the applicable account number. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

T&A Contact Point Click this field to select the applicable T& A contact point. After making your

Vendor Name

Type Service

selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable vendor name. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable service type. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.
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Date Processed Click this field to select the applicable date processed. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Sort By Click this field to select the applicable sort options. This field defaults to Date
Processed. After making your selection, click [Done], [Cancel], or [Reset],
as applicable.
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Utilities (UTVN) Download

The Utilities (UTVN) Download report (Figure 47) is displayed when you select Utilities
(UTVN) Download on the Administrative Reports menu (Figure 19). This report contains all
UTVN data currently loaded in the Reporting Center. Data for this report is obtained from
UTVN and is updated nightly.

Figure 47. Utilities (UTVN) Download report

After running the Utilities (UTVN) Download report (Figure 47), the Utilities (UTVN) report
(with criteria) (Figure ) is displayed.

Account it Number ing Station D) izatis Code Service Loc Name Service Loc Address Service Loc City St Zip  T&A Con!
1020045 00 0 AGID USDA MFC 4301POCHE CTw MEW ORLEANS LATOZS S02ZIEA003

Figure 48. Utilities (UTVN) Download report (with criteria)

Field Instructions

Agency Click this field to select the applicable agency. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.

Account Number Click this field to select the applicable account number. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

T&A Contact Point Click this field to select the the applicable T&A contact point. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

T&A Contact Name Click this field to select the applicable T&A contact. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

T&A Contact (City) Click this field to select the applicable city. After making your selection, click
[Done], [Cancel], or [Reset], as applicable.

T&A Contact (State) Click this field to select the applicable state. After making your selection, click

[Done], [Cancel], or [Reset], as applicable.
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Vendor Name

Vendor (City)

Vendor (State)
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Click this field to select the applicable location. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable city. After making your selection, click
[Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable state. After making your selection, click
[Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable 9-digit vendor number. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable vendor. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable city. After making your selection, click
[Done], [Cancel], or [Reset], as applicable.

Click this field to select the applicable 2-character state code. This field is
generated based upon the selection made in the Vendor (City) field. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.



Title I, Chapter 29
Reporting Center

Running Financial Reports

This Financial Reports menu (Figure 49) contains the following reports:

FSDW Abnormal Balance By Fund
FSDW Abnormal Balance By Treas Sym

FSDW Adjustments Report

P ESDW BR And SF113 Comparison4
FSDW Consolidated Financial Statements

> FSDW Consolidating Financial Statements‘
FSDW Crosswalk Trial Balance
FSDW Eliminations Report

P ESDW Facts | File 4

FSDW FMS2108

FSDW Financial Statement Consistency Report
FSDW GL (General Ledger) Account Trial Balance
FSDW Preliminary Financial Statements

FSDW SF133

FSDW Trial Balance

FSDW Trial Balance By Treasury Symbol
SF-2812

SF-224 Abstract Of Trans (SCAP5D)

Statement Of Earnings And Leave

W2 Wage And Tax Statement

Earmnings and Leave Ervors
Abnormmal Balan vy Fund

stract of Trans )]
Statement of Earmings and Leave
W2 Wage and Tax Statement

Figure 49. Financial Reports menu
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FSDW Abnormal Balance By Fund Report

The FSDW Abnormal Balance By Fund report (Figure 50) is displayed when you
select FSDW Abnormal Balance By Fund on the Financial Reports (Figure 49) menu. This
report contains data from FFIS.

PO
Fund:
Treazury

Figure 50. FSDW Abnormal Balance By Fund report

After running the FSDW Abnormal Balance By Fund report (Figure 50), the FSDW
Abnormal Balance By Fund report (with criteria) (Figure 51) is displayed.

ABBR Run Date:12/15/2003
U.S. Department of Agriculture
Coop.state Research Ser
Abnormal Balance Report

Period Ending March 31, 2003
POD = USDA and Fund = 00 and Treasury Symbol = 1211500 and Beginning Fiscal Year = 2001

GLAccount  Beg. BFY End BFY Fund Code  Normal Balance Actual Balance Amount
1010 01 £ oo Debit Credit ($6.721,489.61)
&L Account Total: ($6.721,489.61)
1830 01 H oo Cebit Credit [$5.184.00)
GL Account Total: [$5.184.00)
1839 01 ®X o0 Cradit Debit $4,751.81
GL Account Total: $4,751.81
3100 01 =X o0 Cradit Dehit $7,878,944.73
GL Account Total: $7,878,944.73
4201 01 £ oo Debit Credit ($6.721,489.61)
&L Account Total: ($6.721,489.61)
4650 01 ®X oo Credit Dehit $15,006,153.07
GL Account Total: $15,006,153.07
Total: $9,441,686.39

For Official Use Only

Figure 51. FSDW Abnormal Balance By Fund report (with criteria)

Field Instructions:

Fiscal Year

Fiscal Month

Click this field to indicate the fiscal year to be displayed on the report. The last
two positions are displayed in this field. The four-position year is displayed on
the report.

Click this field to indicate the month to be displayed on the report. The
two-position numeric month is displayed in this field. The complete alpha
month is displayed on the report.
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Agency

POD

Fund

Treasury Symbol
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Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.

Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area or POD

field, the criteria in the Mission Area or POD field will be deleted.

Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable
agency.

Click this field to indicate the fund to be displayed on the report.

Click this field to indicate the treasury symbol to be displayed on the report.
Depending on the selection made, the Beginning Fiscal Year field may be
generated after making a selection in this field.
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FSDW Abnormal Balance By Treas Sym

The FSDW Abnormal Balance By Treas Sym report (Figure 52) is displayed when you
select FSDW Abnormal Balance By Treas Sym on the Financial Reports (Figure 49) menu.
This report contains data from FFIS.

Fizcal ¥ear:
Manth:

P
Fund:
Treazury Surnbal:

Figure 52. FSDW Abnormal Balance By Treas Sym report

After running the FSDW Abnormal Balance By Treas Sym report (Figure 52), the FSDW
Abnormal Balance By Treas Sym report (with criteria) (Figure 53) is displayed.

ABBR Run Date:12/15/2003
U.S. Department of Agriculture
Qcfo, Usda/nfc
Abnormal Balance by Treasury Symbol Report

Period Ending April 30, 2002
POD = USDA and Fund = 9045 and Treasury Symbol = 1210014 and Beginning Fiscal Year = 2001

GL Account Name Normal Balance Actual Balance Amount

Treasury Symbol: 1210014

1010 FUMD BALAMCE WITH TREASURY Cebit Credit ($308.18)
1011 SF-224 DISBURSEMENTS Cradit Cebit $498.60

1015 MOM 224 CASH Debit cradit ($1.816,360.02)
1410 ADVANCES TO OTHERS Debit cradit ($191.82)
4650 ALLOTMENTS EXPIRED AUTHORITY Credit Debit $1,816,361,42
4801 UMDEL ORDERS OBLIG-UMPAID Credit Debit $1,816,361,42

For Official Use Only

Figure 53. FSDW Abnormal Balance By Treas Sym report (with criteria)

Field Instructions:

Fiscal Year Click this field to indicate the fiscal year to be displayed on the report. The last
two positions are displayed in this field. The four-position year is displayed on
the report.

Fiscal Month Click this field to indicate the month to be displayed on the report. The

two-position numeric month is displayed in this field. The complete alpha
month is displayed on the report.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.
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Agency Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area or POD
field, the criteria in the Mission Area or POD field will be deleted.

POD Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable

agency.
Fund Click this field to indicate the fund to be displayed on the report.
Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.

Depending on the selection made, the Beginning Fiscal Year field may be
generated after making a selection in this field.

Beginning Fiscal Year Click this field to indicate the beginning fiscal year for the treasury symbol
selected. This field is generated if a selection is made in the Treasury Symbol
field.
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FSDW Adjustments Report

The FSDW Adjustments Report (Figure 54) is displayed when you select FSDW
Adjustments on the Financial Reports (Figure 49) menu. This report contains data from
FFIS.

Report Line:

Adjuztrnent Tupe:
Contral Murmber:
zer Id:

Figure 54. FSDW Adjustments report

After running the FSDW Adjustments report (Figure 54), the FSDW Adjustments report
(with criteria) (Figure 55) is displayed.

ADIR Run Date:d/7/2003
U.S. Department of Agriculture
Adjustments Report
Period Ending September 30, 2002

Report Row = and Adjustment Type = and User Id =
USDA Line Number Type of Adjustment Control Number User Id Debit Credit
0.00 22,620,376.75
0.00 &0z.18
USDA Line Number Total: 0.00 22,620,978.92
Department Total: o.0n 22,620,978.93

For Official Use Only

Figure 55. FSDW Adjustments report (with criteria)

Field Instructions:

Report Year

Report Period

Mission Area

Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.
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Agency

Report Line

Adjustment Type

Control Number

User ID
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Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area field must be left blank. If you make a selection in
this field, and there is already criteria in the Mission Area field, the criteria in
the Mission Area field will be deleted.

Click this field to indicate the report line to be displayed on the report.

Click this field to indicate the adjustment type to be displayed on the report.

Click this field to indicate the control number to be displayed on the report.

Click this field to indicate the user ID to be displayed on the report.
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»FSDW BR And SF113 Comparison

The FSDW BR And SF113 Comparison report (Figure 56) is displayed when you
select FSDW BR And SF113 Comparison on the Financial Reports (Figure 49) menu. This
report contains financial data from the FFIS Consolidated Financial Statements Data

Warehouse.

Surnrnar

tail Report: Surnrmary

Figure 56. FSDW BR And SF113 Comparison report

Field Instructions:

Fiscal Year

Fiscal Month

Agency

Treasury Symbol

Summary Or Detail
Report

Click this field to indicate the fiscal year to be displayed on the report. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the fiscal month to be displayed on the report. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

The default for this field is A11. After making your selection, click [Done],
[Cancell, or [Reset], as applicable. You must first complete the Fiscal
Year and Fiscal Month fields before completing this field.

Click this field to indicate the treasury symbol to be displayed on the report.
The default for this field is A11. After making your selection, click [Done],
[Cancell, or [Reset], as applicable.

Click this field to indicate if you want the report summarized into one report or
if you want separate reports reflecting all of the detail data. Valid values are
Summary and Detail. After making your selection, click [Done]

or [Cancel] as applicable.«
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FSDW Consolidated Financial Statements

The FSDW Consolidated Financial Statements report (Figure 57) is displayed when you
select FSDW Consolidated Financial Statements on the Financial Reports (Figure 49) menu.
This report contains data from FFIS.

Figure 57. FSDW Consolidated Financial Statements report

After running the FSDW Consolidated Financial Statements report (Figure 57), the FSDW
Consolidated Financial Statements report (with criteria) (Figure 58) is displayed.

DCFE Run Date:1/13/2004
U.S. Department of Agriculture
Balance Sheet
Departmental Consolidated Financial Statement
Period Ending October 31, 2003

(in millions)
POD = PDFA

Amount
Assets (Note):
Intragovernmental:
1. Fund Balance with Treasury (Note)
2. Investments (Note)
3. Accounts Receivable, Net (Mote)
4, Other (Note)
Total Intragovernmental ]
Cash and Other Manetary Assets (Note)
Investments {Mote)
accounts Receivable, Net (Note)
Loans Receivable and Related Foreclosed Property, Net (Note)
10. Inventary and Related Property, ket (Mote)
11. General Property, Plant, and Equipment, Net (Note)
12. Other (Note)
13. Total Assets a
Liabilities (Note):
Intragovernmental
14, Accounts Payable
15, Debt (Mote)
16, Other (Note)
17. Total Intragovernmental a
18. Accounts Payable
19. Loan Guarantes Lisbility (Note)
20, Debt Held by the Public (Note)
21, Environmental and Disposal Liabilitiss (Note)
22, Other (Note)
23. Total Lishilities a
24, Commitments and Contingencies (Note)
Net Position:
25, Unexpended Appropriations
26. Cumulative Results of Operations
27, Total Net Paosition a
28. Total Liabilities and Net Position a

oo

o

Figure 58. FSDW Consoldiated Financial Statements report (with criteria)
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Field Instructions:

Financial Statement

Report Year

Report Period

Mission Area

Agency

POD

Fund

Treasury Symbol

80

Click this field to indicate the type of financial statement to be displayed on the
report. Valid values are Balance Sheet, Statement Of
Budgetary Resources, Statement Of Net Cost,
Statement Of Changes In Net Position,or Statement
Of Financing. This field defaults to Balance Sheet. After making
your selection, click [Done] or [Reset], as applicable.

Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field
will be deleted. After making your selection, click [Done], [Cancel], or [Reset],
as applicable.

Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable
agency.

Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.
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»FSDW Consolidating Financial Statements

The FSDW Consolidating Financial Statements Comparison report (Figure 59) is displayed
when you select FSDW Consolidating Financial Statements on the Financial

Reports (Figure 49) menu. This report contains consolidating balance sheet which reflects
financial data from the FFIS Consolidated Financial Statements Data Warehouse. Data for
this report is obtained from the FFIS Consolidated Financial Statements Data Warehouse.

ernent: Balance Sheet

Treasury Symbaol:

Figure 59. FSDW Consolidating Financial Statements report

After running the FSDW Consolidating Financial Statements report (Figure 59), the FSDW
Consolidting Financial Statements report (with criteria) (Figure 60) is displayed.

Consoldating Balance Sheet
A% of Jansiary 31, 2004

Figure 60. FSDW Consolidating Financial Statements report (with criteria)

Field Instructions:

Financial Statement Click this field to indicate the type of financial statement to be displayed on the
report. Valid values are Balance Sheet, Statement Of
Budgetary Resources, Statement Of Net Cost,
Statement Of Changes In Net Position,or Statement
Of Financing. This field defaults to Balance Sheet. After making
your selection, click [Done] or [Reset], as applicable.
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Report Year

Report Period

Mission Area

Fund

Treasury Symbol
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Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the mission area to be displayed on the report. You
must complete the Report Year and Report Period field before you can complete
this field. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.

Click this field to fund to be displayed on the report. You must complete the
Report Year and Report Period field before you can complete this field. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the treasury symbol to be displayed on the report. You
must complete the Report Year and Report Period field before you can complete
this field. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.«
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FSDW Crosswalk Trial Balance

The FSDW Crosswalk Trial Balance report (Figure 61) is displayed when you select FSDW
Crosswalk Trial Balance on the Financial Reports (Figure 49) menu. This report contains
data from FFIS.

Figure 61. FSDW Crosswalk Trial Balance report

After running the FSDW Crosswalk Trial Balance report (Figure 61), the FSDW Crosswalk
Trial Balance report (with criteria) (Figure 62) is displayed.

DTER Run Date:1/15/2004
U.S. Department of Agriculture
Balance Sheet
Crosswalk Trial Balance

Period Ending December 31, 2002
Report Line = 01 or 02 or 03 or 04 or 05 or 06 or 07 or 0% or 09 or 10 and GL Account = 1010 FUND BALANCE WITH
TREASURY or 1011 SF-224 DISBURSEMENTS or 1012 $F-224 COLLECTIONS or 1013 OPAC DISEURSEMENTS or
1014 OPAC COLLECTIONS or 1015 NON 224 CASH and Fund = ABCO and Treasury Symbol = 12F3875 and Beginning
Fiscal Year = 2003

USDA Line Account Accounting Fund Vendor
Number GL Account Tile Number Period Category Type Amount
o1 SF-224 DISBURSEMENTS 1011 oz01 C i $5,635.43
o1 SF-224 DISBURSEMENTS 1011 oz0z C i [$5,504,.09)
o1 SF-224 DISBURSEMENTS 1011 02032 =] C [$121.34)
o1 CPAC COLLECTIONS 1014 oz01 C i [$1,955.09)
o1 CPAC COLLECTIONS 1014 0z03 C i (44,000,000
USDA Line Number Total: ($5,955.00)
Department Total: ($5,955.00)
For Official Use Only
Figure 62. FSDW Crosswalk Trial Balance report (wtih criteria)
Field Instructions:
Financial Statement Click this field to indicate the type of financial statement to be displayed on the

report. Valid values are Balance Sheet, Statement Of
Budgetary Resources, Statement Of Net Cost,
Statement Of Changes In Net Position,or Statement
Of Financing. This field defaults to Balance Sheet. After making
your selection, click [Done] or [Reset], as applicable.
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Report Year

Report Period

Mission Area

Agency

POD

Report Line

GL Account

Fund

Treasury Symbol
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Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field
will be deleted. After making your selection, click [Done], [Cancel], or [Reset],
as applicable.

Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

Click this field to indicate the report line to be displayed on the report. Valid
values are 01-28. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Click this field to indicate the GL code to be displayed on the report. Both the
four-digit code and the literal for the code are displayed on the report. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.
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FSDW Eliminations Report

The FSDW Eliminations report (Figure 63) is displayed when you select FSDW Eliminations
Report on the Financial Reports (Figure 49) menu. This report contains data from FFIS.

Contral Murmber:

Figure 63. FSDW Eliminations report

After running the FSDW Eliminations report (Figure 63), the FSDW Eliminations report
(with criteria) (Figure 64) is displayed.

IDER Run Date:4/7/2003
U.S. Department of Agriculture
Coop.state Research Ser (22)
Eliminations Report
Period Ending September 30, 2002

Report Row = and Adjustment Type =  and Control Number = and User Id =
USDA Line Numb Type of Eliminat: Control Number User Id Debit Credit
USDA Line Number Total:
Agency Total:

For Official Use Only

Figure 64. FSDW Eliminations report (with criteria)

Field Instructions:

Report Year

Report Period

Mission Area

Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.
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Agency

Report Line

Elimination Type

Control Number

User ID
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Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area field must be left blank.
If you make a selection in this field, and there is already criteria in the Mission
Area field, the criteria in the Mission Area field will be deleted.

Click this field to indicate the report line to be displayed on the report.

Click this field to indicate the elimination type to be displayed on the report.
The two-position code is displayed on the report.

Click this field to indicate the control number to be displayed on the report.

Click this field to indicate the user ID to be displayed on the report.
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»FSDW Facts | File

The FSDW Facts I File report (Figure 65) is displayed when you select FSDW Facts I File on
the Financial Reports (Figure 49) menu. This report downloads FSDW Facts I data into an
Excel spreadsheet. Data for this report is obtained from the Intradepartmental Transactions
Reconciliation (ITRS) FSDW LoadAll table.

Fund Group:

Figure 65. Facts | report

Field Instructions:

Fiscal Year Click this field to indicate the fiscal year to be displayed on the report. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Reporting Period Click this field to indicate the reporting period to be displayed on the report.
After making your selection, click [Done], [Cancel], or [Reset], as applicable.

Bureau Name Click this field to indicate the Bureau Name to be displayed on the report. After
making your selection, click [Back] to return to the report.

Fund Group Click this field to indicate the reporting period to be displayed on the report.
After making your selection, click [Back] to return to the report.«
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FSDW FMS2108

The FSDW FMS2108 report (Figure 66) is displayed when you select FSDW FMS2108 on the
Financial Reports (Figure 49) menu. This report contains financial data from FFIS and is
updated monthly.

Fizcal Manth:
Agency

Treasury Syurmbal:

Surnrmary or Detail Repart: Surmimary

Figure 66. FSDW FMS2108 report

After running the FMS2108 report (Figure 66), the FSDW FMS2108 report (with
criteria) (Figure 67) is displayed.

United States Department of Agriculture
Federal Agencies Centralized Trial Balance System 11
FMS 2108 Year-End Closing Statement
For the Period Ending September 30, 2003

Agency: Risk Managerment Agency (02)
Treasury Symbol: 1222707

Description Total
2. Preclosing Unexpended Balance 0.00
3. Increases and Rescissions .00
4. Unobligated and Obligated Balance Withdrawn /Canceled 0.00
3. Postclosing Unexpended Balance 16,895,079.20
6. Other Authorizations 0,00
7. Reimbursements Earmed and Refunds 0,00
&. Unfilled Customer Orders 0.00
9. Undelivered Orders and Contracts 13,930,906.00
10. Accounts Payable and Other Liabilites 2,932,082.77
11. Unobligated Balance 3E2,090.43

Figure 67. FSDW FMS2108 report (with criteria)

Field Instructions

Fiscal Year Click this field to select the applicable fiscal year to be displayed on the report.
After making your selection, click [Done], [Cancel], or [Reset], as applicable.

Fiscal Month Click this field to select the applicable reporting period to be displayed on the
report. After making your selection, click [Done] [Done], [Cancel], or [Reset],
as applicable.

Agency Click this field to select the applicable agency to be displayed on the report. The

agencies are listed alphabetically. The default for this field is A11. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Treasury Symbol Click this field to select the applicable treasury symbol to be displayed on the
report. The default for this field is A11. After making your selection, click
[Done], [Cancel], or [Reset], as applicable.
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Summary Or Detail Click this field to select whether you want the report summarized into one
Report report or in detail reports. The default for this field is Summary. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.
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FSDW Financial Statement Consistency Report

The FSDW Financial Statement Consistency report (Figure 69) is displayed when you
select FSDW Financial Statement Consistency on the Financial Reports (Figure 49) menu.
This report contains data from FFIS.

FReport Year:

Treazury Syrmbal:

Include Elimminations?

Figure 68. FSDW Financial Statement Consistency report

After running the FSDW Financial Statement Consistency report (Figure 69), the FSDW
Financial Statement Consistency report (with criteria) (Figure 70) is displayed.

Less: Offsetting Collections, Recoveries, or Prior... e 0,00 e 0,00 e 0,00
Line 2 Line 2 + 4
Status of Budgetary Resources & 0,00
Line 7 & 0.00
B 0,00
Line 11
Dbligated Balance, Net 2
Line 1Y4r)(Pri0r 2 0.00
? 0.00
Line 12
Unobligated Balance ? 615,122,000
L'(”peri:rtrllo ? 615,122.00
ks 0,00
Line 2a.
Less: Dffsetting Receipts <F 0,00 e 0,00 e 0,00
Line 4 Line 1&
Donations and Forfeitures of Property ek 0,00 el 0,00 ek 0,00
Line 12 Line &
Transfers In/Out Without Reimbursement {r 0.00 {3 0.00 {r 0.00
Line 13 Line 7
oOther ++ 0,00 ++ 0.00 ++ 0.00

Line 15 Line 9
FOR OFFICIAL USE ONLY

Figure 69. FSDW Financial Statement Consistency report (with criteria)
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FSCR Run Date:l/14/2004 E
U.S. Department of Agriculture
Financial Statement and Footnote Consistency Report

Period Ending December 31, 2002
GL Account= 1010 FUND BALANCE WITH TREASURY and Fund = ACAC and Treasury Symbol = 1215208

Stmt. of
Changes Bl
Balance Net in of Budgetary
Sheet Cost Net Position Financing Resources Difference
Net Position @ 0.00 @ 0.00 @ 0.00
Line 27 Line 18
Unexp Approp 1 000 ! 0.00 ! 0.00
Line 25 Line 18 Cal I1
tumm Results = 0.0 = ooo = 0.00
Line 2& Line 18 Cal I
Assets # 615,022.56
Line 13
# £15,022.56
Liabilities and Net Position #  0.00
Line 28
Net Cost AD0.00 A 000 A 0.0 - 0.00
Line 10 Line 17 Line 30 HC<=HR
- 0.00
NCesSOF
Ending Net Position Cumm Results (Col 1) % -820,434.32
Line 18 Cal I
9 -820,434.32
Beginning net Position Cumm Results (Col 1) = 0.00
Line 2 Cal I
Ending Net Pasition Unexp Appro (Col IT) & 1,069,000,00
Line 18 Col II
%0%1,069,000,00
Beginning net Position Unexp Appro (Col 11) : 0.00
Line 3 Cal 11
Appropriations Received + oo + 0.00 + 0.00
* Except for appropriated earmarked receipts, Line 4 Cal 11 Line 1.a
typically in Special & Non-Revolving Trust Funds
Imputed Financing Source E 0.00 $ 0,00 $ 0.00
Line 14 Line &
Obligations Incurred *  ooo 0.00 * 0.00
Line 1 Line 8¢
Less: Offsetting Collections, Recoveries, or Prior... e 0,00 e 0,00 e 0,00
Line 2 Line 2 + 4
Status of Budgetary Resources & 0,00
Line 7 & 0.00
B 0,00
Line 11
Dbligated Balance, Net 2
Line 14 (Prior
2
) 2 0.00
? 0.00
Line 12
Unobligated Balance ? 615,12Z2.00
Line 3 + 10
?
(Prior ) £15,122.00
ks 0,00
Line 2a.
Less: Dffsetting Receipts <> 0,00 < 0,00 < 0,00
Line 4 Line 1&
Donations and Forfeitures of Property ek 0,00 el 0,00 ek 0,00
Line 12 Line &
Transfers In/Out Without Reimbursement {r 0.00 {3 0.00 {r 0.00
Line 13 Line 7
oOther ++ 0,00 ++ 0.00 ++ 0.00
Line 15 Line 9

FOR OFFICIAL USE ONLY

Figure 70. FSDW Financial Statement Consistency report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.
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Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area and POD fields must be left blank. If you
make a selection in this field, and there is already criteria in the Mission Area or
POD field, the criteria in the Mission Area or POD field will be deleted. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

Click this field to indicate the GL code to be displayed on the report. The
four-position code and the literal are both displayed in this field. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field. After making your selection, click
[Done],[Cancel] , or [Reset], as applicable.

Click this field to indicate whether or not to include eliminations. Valid values
are Yes and No. This field defaults to No. After making your selection, click
[Done] or [Reset], as applicable.
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FSDW GL Account Trial Balance

The FSDW GL Account Trial Balance report (Figure 71) is displayed when you select FSDW
GL Account Trial Balance on the Financial Reports (Figure 49) menu. This report contains
data from the FFIS database.

Repor Tear:

Gl Ac
Fund:
Treazury Surnbal:

Figure 71. FSDW GL Account Trial Balance report

After running the FSDW GL Account Trial Balance report (Figure 71), the FSDW GL
Account Trial Balance report (with criteria) (Figure 72) is displayed.

DELR Run Date:l/23/Z004
U.S. Department of Agriculture
Department GL Account Trial Balance Report

Period Ending December 31, 2001
GL Account = 1011 SF-224 DISBURSEMENTS

GL Account GL Account MName Amount
1011 SF-224 DISBURSEMEMTS (44,422 ,646.647.04)
Department Total: ($4,482,645,647,04)

FOR OFFICIAL USE ONMLY

Figure 72. FSDW GL Account Trial Balance report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. Valid
values are 00-17.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.
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Agency

POD

GL Account

Fund

Treasury Symbol
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Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area and POD fields must be left blank. If you
make a selection in this field, and there is already criteria in the Mission Area or
POD field, the criteria in the Mission Area or POD field will be deleted.

Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

Click this field to indicate the GL code to be displayed on the report. Both the
four-position code and the literal are displayed in this field.

Click this field to indicate the fund to be displayed on the report.

Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field.
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FSDW Preliminary Financial Statements

The FSDW Preliminary Financial Statements report (Figure 73) is displayed when you
select FSDW Preliminary Financial Statements on the Financial Reports (Figure 49) menu.
This report contains data from the FFIS database.

Agency:

P

Fund:

Treazury Surmbal;

Figure 73. FSDW Preliminary Financial Statements report

After running the FSDW Preliminary Financial Statements report (Figure 73), the FSDW
Preliminary Financial Statements report (with criteria) (Figure 74) is displayed.

PFOE Run Daterl/23/2004
LS. Department of Agriculture
Balance Sheet
Departmental Preliminary Financial Statement
pariod Ending September 30, 2002
Fund = ABCO and Treasury Symbol = 12F3875

Seurce Intra- Mivsiun Tt
FFIS Sywlurin Mission Araa  Araa  Mission Ares  Tolal

Data  Non-FFIS Data Subtotal Subtotal Subtotal Amount

5.006.03 0.00 300605 0.00 T.006.05 0.00 5,006.03 0.00 T.006.0%

won 0,00 0.0 .00 o.00 [ oo a.00 .00

won .00 0,00 .00 o.00 [ won a.u0 .00

oo a.00 0.00 .00 .00 o0 oon a.00 .00

5.006.08 0.00 5.006.05 0.00 5,006,085 0.00  5,006.03 0,00 5,006,085

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

o.00 0.00 0.00 0.00 0.00 o.00 o.00 0.00 0.00

lu, Hat (Hote) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

stad Foradosad Praparty, et (Mota) 000 0.0 .09 w.ow w00 vy won w00 w.ou

Vo Mt (Hote) won 0,00 0.0 .00 o.00 [ won a.00 .00

quipmant, Nat (Hote) won 0,00 0.0 .00 o.00 [ oo a.u0 .00

0.00 0.00 0.00 0.00 0,00 0.00 0.00 0.00 0,00

5.006.08 0.00 5.006.05 0.00 5.006.05 0.00  5.006.08 0,00 5.006.0%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

won 0,00 0.0 .00 o.00 [ won a.00 .00

[ 0,00 0.0 .00 o.00 [ won a.u0 .00

oo 0,00 0.00 .00 .00 .60 o a.00 .00

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

19, Loan Guarantes Lisbility (Hote) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

ruld by v Bublic (Note) o.00 0.00 0.00 0.00 0.00 o.00 o.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

500608 000 00608 wow 500608 L.00 5,006.08 D00 500605

5,006.05 000 %006.05 0,00 5,006,05 L0 800608 .00 5,006,05

[ .00 0,00 .00 o.00 [ won a.00 .00

[ 0,00 0.0 .00 o.00 [ won a.u0 .00

27. Total Hat Pasition o0 0.00 0.00 .00 .00 .60 oo a.00 .00

28, Total Uabdlities and Net Position 5.006.08 0.00 5.006.05 0.00 5.006.0% 0.00 5.006.08 0,00 5,006,085

Far Official tlae Gnly

Figure 74. FSDW Preliminary Financial Statements report (with criteria)

Field Instructions:

Financial Statement Click this field to indicate the type of financial statement to be displayed on the
report. Valid values are Balance Sheet, Statement Of
Budgetary Resources, Statement Of Net Cost,
Statement Of Changes In Net Position,or Statement
Of Financing. This field defaults to Balance Sheet. After making
your selection, click [Done] or [Reset], as applicable.
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Report Year

Report Period

Mission Area

Agency

POD

Fund

Treasury Symbol
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Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field
will be deleted. After making your selection, click [Done], [Cancel], or [Reset],
as applicable.

Click this field to select the POD to be displayed on the report. If you make a
selection in this field, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area and Agency fields will be
be deleted.

Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
After making your selection, click [Done], [Cancel], or [Reset], as applicable.
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The FSDW SF133 report (Figure 75)is displayed when you select FSDW SF133 on the
Financial Reports (Figure 49) menu. This report contains financial data from FFIS and is
updated monthly.

Figure 75. FSDW SF133 report

mrnary

After running the FSDW SF133 report (Figure 75), the FSDW SF133 report (with

criteria) (Figure 76) is displayed.

United States Department of Agriculture

Federal Agencies Centralized Trial Balance System II
SF 133 Report on Budget Execution and Budgetary Resources
For the Period Ending September 30, 2003

Agency: Office Of The Chief Fin Ofc (90)
Treasury Symbol: 1220115

-

X1

[

*

o e

~

Description
Budgetary Resources
. Budget Authority:

A, Appropristion
B. Borrowing Authority
C. Contract Autharity

D, Net Transfers (+ or -)
E. Other

. Unobligated Balance:

A, Brought Foreard, October 1 (+ ar -)

B. et Transfers, Actusl (+ or <)

C. Anticipsted Transfers Balances (+ or <)

. 8pending Authority From Offsetting Collections:

A. Earned:
1. Collected

2. Receivable from Federal Sources

B. thange in Unfilled Customers Orders:

1. Advsnce Received

2, Without Advance From Federal Sources
C. Anticipated For Rest of Year, Without Advances:

D. Transfers From Trust Funds:
1. Collected
2. Anticipated

Recoveries of Prior-Year Obligations:

A Actual
B. Anticipated

B. Enacted Rescssions (-)

C. Capital Transfers and Redemption of Debt

D. Other Authority withdrawn (=)
E. Pursuant to Public Law (-]
F. Anticipated Rest of Year (-]

. Total Budgetary Resources

. Temporarily Not Available Pursuant to Public Law:
. Permanently Not Available:
A, Cancellations of Expired and Ho-Vear Accounts (-

]

)

Total

0,00
0,00
0,00
0,00
0.00

37,762,450.02
0,00
0,00

1,291,905.13
4,042,544.49

0.00
2,171,905.93
0.00

0,00
0,00

38,695.26
0.00
0,00

0,00
0,00
0.00
0.00
0,00
0,00
51,307,500,89
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Status of Budgetary Resources
8. Obligations Incurred:

A. Direct:
1. Catagary A 0.00
2, Total, Category B 25,032,340.72
2, Exernpt from Apportionment 0.00
B. Reimbursable:
1, Categaory A 0,00
2. Category B 13,418,522.61
3. Exernpt From Apportionmnent 0,00

9. Unobligated Balance:
A. Apportioned

1. Balance Currently Availsble 9,895,336.88
2, Anticipated (+ or -) 0.00
B. Exempt From Apportionment 0,00
C. Other Available 0,00
10. Unobligated Balance Not Available:
A Apportioned For Subsequent Periods 0,00
B, Dafarred o.0o0
¢. withheld Pending Rescdission 0,00
D, Other -32,699,32
11. Total Status of Budgetary Resources 51,307,500.29

Relation of Obligations to Outlays

12. Obligated Balance, Net as of October 1 38,642,106.27
13. Obligated Balance Transferred, Net {+ or -) 0,00
14. Obligated Balance, Net, End of Period
A, Accounts Receivable (-] -£,101,501,9%
B. Unfilled Custorner Orders From Federal Sources (-] -9,337,125.29
C. Undelivered Orders [+) 39,909,228.89
. Accounts Payable (+) 1,459,457,20
15. Outlays:
A, Disbursements (+) 41,879,725.11
B. Collections (-) -1,291,905.19

Figure 76. FSDW SF133 report

Field Instructions

Fiscal Year Click this field to select the applicable fiscal year to be displayed on the report.
After making your selection, click [Done], [Cancel], or [Reset], as applicable.

Fiscal Month Click this field to select the applicable reporting period to be displayed on the
report. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.

Agency Click this field to select the applicable agency to be displayed on the report. The

available agencies are listed in alphabetical order. The default for this field is
Al1l. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.

Treasury Symbol Click this field to select the applicable treasury symbol to be displayed on the
report. The default for this field is A11. After making your selection, click
[Done], [Cancel][Reset], or [Reset], as applicable.

Summary Or Detail Click this field to select whether you want the report summarized into one
Report report or in detail reports. The default for this field is Summary. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.
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FSDW Trial Balance

The FSDW Trial Balance report (Figure 77) is displayed when you select FSDW Trial
Balance on the Financial Reports (Figure 49) menu. This report contains data from the FFIS
database.

Repor Tear:

Furd:

Treazury Surnbal:

Figure 77. FSDW Trial Balance report

After running the FSDW Trial Balance report (Figure 77), the FSDW Trial Balance (with
criteria) (Figure 78) is displayed.

AGTE Run Date:4/7/2003
U.S. Department of Agriculture
Agric.research Service (03)
Agency Trial Balance
Period Ending November 30, 2001

Fund = and GL Account = 5F-224 DISBURSEMENTS and Treasury Symbol =
Beg. BFY End BFY Fund Code Amount
GL Account: - 5F-224 DISBURSEMENTS
GL Account Total:
Agency Total:

For Official Use Only

Figure 78. FSDW Trial Balance report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. Valid values are 00-17.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.
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Agency

GL Account

Fund

Treasury Symbol
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Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area field must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area field, the
criteria in the Mission Area field will be deleted.

Click this field to indicate the GL code to be displayed on the report. Both the
GL code and the literal are displayed in this field. The code is displayed on the
report.

Click this field to indicate the fund to be displayed on the report. The code is
displayed in this field and on the report.

Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field.
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FSDW Trial Balance By Treasury Symbol

The FSDW Trial Balance By Treasury Symbol report (Figure 79) is displayed when you
select FSDW Trial Balance By Treasury Symbol on the Financial Reports (Figure 49) menu.
This report contains financial data from FFIS.

Repor Tear:
F.

Treazury Surnbal:

Figure 79. FSDW Trial Balance By Treasury Symbol report

After running the FSDW Trial Balance by Treasury Symbol report (Figure 79), the FSDW
Trial Balance by Treasury Symbol report (with criteria) (Figure 80) is displayed.

AGTE Run Date:12/17/2003
U.S. Department of Agriculture
Animal And Plant Hea.insp.s
Agency Trial Balance
Period Ending November 30, 2001

POD = USDA and Fund = 07 and GL Account = 1012 S$F-224 COLLECTIONS and Treasury Symbol = 123200 and
Beginning Fiscal Year = 2001

GL Account Mame Vendor Type Amount

Treasury Symbol: 123200

o1z SF-224 COLLECTIONS M $100.00
GL Account Total: $100.00
Treasury Symbol Total: $100.00
Agency Total: $100.00

For Dfficial Use Only

This report includes certain T y Symbols that are excluded from the financial statements, therefore the
reports will not match.

Figure 80. FSDW Trial Balance By Treasury Symbol report (with criteria)

Field Instructions:
Report Year Click this field to indicate the year to be displayed on the report. The last two

positions of the year are displayed in this field. The four-position year is
displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.
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Mission Area

Agency

POD

GL Account

Fund

Treasury Symbol
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Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field
will be deleted. After making your selection, click [Done], [Cancel], or [Reset],
as applicable.

Click this field to select the POD to be displayed on the report. If you make a
selection in this field, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area and Agency fields will be
be deleted.

Click this field to indicate the GL code to be displayed on the report. Both the
four-digit code and the literal for the code are displayed on the report. After
making your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done], [Cancel], or [Reset], as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field.
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The SF 2812 report (Figure 81) is displayed when you select SF 2812 on the Financial
Reports (Figure 49) menu. This report displays the biweekly withholding and contribution
amounts for health benefits, life insurance, and retirement. This data is displayed by payroll
office. This report contains data from the Payroll/Personnel database and is updated
biweekly.

Payrall Office Hurmber:

Figure 81. SF-2812 report

After running the SF-2812 report (Figure 81), the SF-2812 report (with criteria) (Figure 82)
is displayed.

REPORT OF WITHHODINGS AND CONTRIBUTIONS FOR Iterageney Report
HEALTH BEMNEFITS, LIFE INSURANCE AND RETIREMENT Mo, 1084-OFh-AR
Address (Including Department, Bureau, Location and Zip Code) Payrall Office Mumber Report Humber
Month Reported on Statement of Date Payrall Paid
Transac tions
Talephone Number (including fres Code) Pay Period
From Ta
To: [T Check [T Credit to ©OPM Receipt | Agency Accoun t Charged
aArrached Account (24u3135.8)
| Cetify that the items listed herein are correct and the amount
is available to be credited to the OF M receipt account
ture of i i e or
Cedifying Officer bate
Benefit Category \ Withholdings Contributions [ Total
Basic Life

Standard--Option A

Additional--Option B

Farmily--Option C

Post-Retirement

Tatal Lifz Insurance

Figure 82. SF-2812 report (with critieria)

Field Instructions:

Payroll Office Number Click this field to indicate the payroll office number to be displayed on the

Pay Period

report. Multiple or block selections are not allowed in this field.

Click this field to indicate the pay period to be displayed on the report. The pay
period is displayed by year and pay period number. Multiple or block selections
are not allowed in this field.
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SF-224 Abstract Of Trans (SCAP5D)

The SF-224 Abstract of Trans (SCAPSD) report (Figure 83) is displayed when you

select SF-224 Abstract Of Trans (SCAP5D) on the Financial Reports (Figure 49) menu. This
report contains a list of the receipts and disbursements sorted by agency, accounting station,
and treasury symbol. This report is used by the agency to control funds. This report is
reconciled against the SF-224, Statement of Transactions, and the GL. This report is due at
the agency the fifth workday subsequent to the end of the reporting month. Data for this
report is obtained from NFC’s Central Accounting System and is updated monthly.

ounting Maonth:

nting Station:
ropriation Fund/Receipt Symbal:
Schedule Hurmber:
Date Paid:

Figure 83. SF-224 Abstract Of Trans (SCAP5D) report

After running the SF-224 Abstract Of Trans (SCAP5D) report (Figure 83), the SF-224
Abstract Of Trans (SCAPSD) (with criteria) (Figure 84) is displayed.

U. 5. DEPARTMENT OF AGRICULTURE
MNATIOMNAL FINANCE CENTER
SF-224 Abstract Of Transactions
ScapsD Attachment I
Accounting Month: AUG 31, 2001
RUN DATE 08/13/2002
Accounting Station = 0010 And Appropriation / Receipt Symbol = 12x0500 And Schedule Number = 128343 And Date Paid = /27
Appropriation

Agency / Fund or Schedule

Agency Name Accounting L ORC A0 s Date Paid Receipts
station
Symbol
COMMODITY CREDIT CORP 04 0010 1240500 128343 22701 $0,00
APPROPRIATION TOTAL $0,00
DISBURSEMENT TOTAL $0.00

Figure 84. SF-224 Abstract Of Trans (SCAP5D) report (with criteria)

Field Instructions:

Agency This field is only available to users with multi-agency access. Click this field to
select the applicable agency. Both the 2-character agency code and the literal are
displayed on this field. The default for this field is A11. Multiple or block
selections are available in this field.

Accounting Month Click this field to indicate the month to be included on the report. This field is

arranged in month order (not year order) with both the previous and current year
listed for each month. Be sure to indicate the correct year when selecting the
applicable month(s) to be displayed on the report. The default for this field is
Al1. Click this field to indicate the month to be included on the report.
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Accounting Station

Appropriation

Fund/Receipt Symbol

Schedule Number

Date Paid
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Click this field to indicate the accounting station to be included on the report.
The 4-digit accounting station code is displayed in this field. The default for this
field is A11. Multiple or block selections are available in this field.

Click this field to indicate the appropriation fund to included in the report. The
default for this field is A11. Multiple or block selections are available in this
field.

Click this field to indicate the schedule number to be included in the report. The
default for this field is A11. Multiple or block selections are available in this
field.

Click this field to indicate the date to be included in the report. The default for
this field is A11. Multiple or block selections are available in this field.
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Statement Of Earnings And Leave

The Statement Of Earnings And Leave report (Figure 85) is displayed when you select
Statement Of Earning And Leave on the Financial Reports (Figure 49) menu. This report
displays an employee’s Statement of Earnings and Leave. This data is displayed by the

employee’s Personnel office. This report contains data from the Payroll/Personnel database
and is updated biweekly.

Ermmplovee Social Security Hurmber:

Active Emplovee Search by Last Mame:

Figure 85. Statement Of Earnings And Leave

After running the Statement of Earnings And Leave report (Figure 86), an employee’s
Statement of Earnings and Leave (with criteria) (Figure 87) is displayed.

nnnnn
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Figure 87. Statement Of Earnings And Leave (with criteria)

Field Instructions:

Employee Social

Click this field to type the employee’s social security number. After typing the
Security Number

social security number, click [Done].
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Active Employee Search
By Last Name

Payroll Pay Period
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Click this field to type the last name of the employee. After typing the last
name, click [Done]. A list of employees with that last name is displayed. Select
the applicable employee and click [Done]. After clicking [Done], the Payroll
Pay Period field is displayed.

Click this field to select the applicable pay period for the earnings statement to
be displayed.. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.
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W2 Wage And Tax Statement

The W2 Wage And Statement report (Figure 88) is displayed when you select W2 Wage And
Tax Statement on the Financial Reports (Figure 49) menu. This report displays an
employee’s IRS Form W-2, Wage And Tax Statement. This data is displayed by the
employee’s Personnel office. This report contains data from the Payroll/Personnel database
and is updated biweekly.

Ermmplovee Social Security Hurmber:

Active Emplovee Search by Last Mame:

Figure 88. W2 Wage And Tax Statement

After running the W2 Wage And Tax Statement report (Figure 88), the employee’s IRS Form
W2 Wage And Tax Statement (with criteria) (Figure 89) is displayed.

T 3 o Tovmaey S S e Gy 7 Ta i et S i T -
PRI o " T Shatermers 2000 Shie ' o Rk e et

Figure 89. W2 Wage And Tax Statement

Field Instructions:

Employee Social Click this field to type the employee’s social security number. After typing the

Security Number

social security number, click [Done].

Active Employee Search Click this field to type the last name of the employee. After typing the last

By Last Name

name, click [Done]. A list of employees with that last name is displayed. Select
the applicable employee and click [Done]. After clicking [Done], the Payroll
Pay Period field is displayed.
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Year Click this field to select the applicable year for the IRS Form W2, Wage And
Tax Statement, to be run. A list of available years is displayed. After making
your selection, click [Done].
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Running Personnel Action Reports

The Personnel Action Reports menu (Figure 90) contains the following reports:
All Actions
All Actions Minority Profile

Hires

Hires Minority Profile
Promotions

Promotions Minority Profile
Separations

Separations Minority Profile

- Perzonnel Action Reparts
Al i
- Minarity Profile

linority Profile

Minaority Profile

= Minarity Profile

Figure 90. Personnel Action Reports menu
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All Actions

The All Actions report (Figure 91) is displayed when you select All Actions on the Personnel
Actions Reports menu (Figure 90). This report contains a count of nature of actions (NOAs)
for an organization. Data for this report is obtained from the Personnel History database and
is updated biweekly.

Organizational Structure

Feport az Chart ar Sraph

Figure 91. All Actions report

After running the All Actions report (Figure 91), the All Actions report (with criteria)
(Figure 92) is displayed.

Personnel Actions
U.s. Department Of Agriculture
Year = Calendar Year 2002 and Personnel Office Identifier = 5317 - USDA - QCFO - NFC
(MEW ORLEANS, L&) (AGR0) and Pay Plan = G5 and Occ Ser = 0343 - MAMAGEMENT AMD
PROGRAM ANALYSIS and RNO = White and Gender = Male and Supervisory Status = Mon-
Supervisory and Grade = 12 or 11 or 10 or 09 or 08 or 07 and PATCO = Professional or
Administrative and Employment Type = Permanent Full-Time and Age »>= 25 Years Old
and Length of Service == & years

By Org
Org Total g2 ‘;i;"tal Full-Time (%t) Part-Time (9%) Other (%)
Off Of The Chief Fnancl Offce 43 , 43 100
Total 43 o 43 100

Total U.s. Department OF Agriculture Actions: 404227

Figure 92. All Actions report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Nature Of Actions

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The default for this field
is A11. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.



Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor, Supervisor/
Manager, Management, Supervisor (CSRA), Management
(CSRA), Leader, and Non-Supervisory. The default for this field
is A11. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

117



Title I, Chapter 29
Reporting Center

Length Of Service

Time Frame

Sort By:

Report As Chart Or
Graph

118

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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All Actions Minority Profile

The All Actions Minority Profile report (Figure 93) is displayed when you select All Actions
Minority Profile on the Personnel Actions Reports menu (Figure 90). This report contains a
count of NOAs for an organization on the basis of race, sex, and national origin. Data for this
report is obtained from the Personnel History database and is updated biweekly.

Grade

upation [

Face and Mational Orig

Education Level

Length of vice

Tirme Frame
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Figure 93. All Actions Minority Profile report

After running the All Actions Minority Profile report (Figure 93), the All Actions Minority
Profile report (with criteria) (Figure 94) is displayed.

U.s. Department Of Agriculture
Personnel Actions Minority Profile By Org
Calendar ¥Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC (NEW ORLEANS, LA) (AG90) and Pay Plan = GS
and Occ Ser = 0343 - MANAGEMENT AND PROGRAM ANALYSIS and Gender = Female or Male and Supervisory Status = Non-
Supervisary and Grade = 11 and Location (State) = Louisiana and PATCO = Professional or Administrative and Employment Type =
Permanent Full-Time and Age »= 20 Years Old

By Org
Black Hisp ani Amen fpacific fAmer Ind/ White Un-disclosed
acl ispanic mer./Pacifc TR0 i n-disclose
Org Total Women Minoriies Men Women Men Women Men Women Men Women Men Women Men Women

Off OF The Chief Fnancl Offcr 76 61 46 10 33 . 3 . . . } 5 25
¥ 80.3 60.5 13.2 43.4 . 3.9 . . . . 6.6 329
Total 76 a6l 46 10 a5 o B o o o o 5 25
% s EnEsl dkEhE sl o ciE) o o o o 6.5 32.9

Total U.5. DEPARTMENT OF AGRICULTURE Actions: 139553

Figure 94. All Actions Minority Profile report (with criteria)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The default for this field
is A11. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor, Supervisor/
Manager, Management, Supervisor (CSRA), Management
(CSRA), Leader, and Non-Supervisory. The default for this field is
Al1. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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The Hires report (Figure 95) is displayed when you select Hires on the Personnel Actions

Reports menu (Figure 90). This report contains a count of new hires in an organization.

These are employees witha 100 series (1xx), 953, or 955 nature of action (NOA)
code. Data from this report is obtained from the Personnel History database and is updated

biweekly.

anizational Structure

Ferzann tfice Identifar
Mature of Actions [Far Mew

upational

de

Education L
Length of Sern
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Feport az Chart or Graph

Figure 95. Hires report

After running the Hires report (Figure 95), the Hires report (with criteria) (Figure 96) is

displayed.

New Hires
U.s. Department Of Agriculture
Year = Calendar Year 2001 and Personnel Office Identifier = 5317 - USDA - OCFD - NFC
(MEW ORLEAMS, LAY (AG90) and Pay Plan = GM or G5 and Occ Ser = 0962 - CONTACT
REPRESEMTATIVE and Supervisory Status = Mon-Supervisory and Grade = 07 or 05 and
Location {State) = Louisiana and PATCO = Professional or Administrative or Technical and
Employment Type = Permanent Full-Time and Age »= 20 Years Cld

By Org
Org Total  YeofTotal L e (%) Part-Time (%6) Other  (%0)
Off Of The Chief Fnancl Offcr a7 0.1 aT i00 . . . .
Total a7 0.1 a7 100 . u} . u}

Total U.s. Department OFf Agriculture New Hires: 20207

Figure 96. Hires report (with critieria)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The NOA for this report is
an NOA witha 100 series, 953, or 955. The default for this field

is A11. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor, Supervisor/
Manager, Management, Supervisor (CSRA), Management
(CSRA), Leader, and Non-Supervisory. The default for this field is
Al1. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Hires Minority Profile

The Hires Minority Profile report (Figure 97) is displayed when you select Hires Minority
Profile on the Personnel Actions Reports menu (Figure 90). This report contains a count of
new hires in an organization distributed across sex and RNO (NOAs 100 Series
(1xx), 953, or 955). This data is obtained from the Personnel History database and is
updated biweekly.

Organizational Structure
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Figure 97. Hires Minority Profile report

After running the Hires Minority Profile report (Figure 97), the Hires Minority Profile report
(with criteria) (Figure 98) is displayed.

Appalachian Regional Commission
Separations Minority Profile By Org
Calendar ¥Year = 2003 and Personnel Office Identifier = 4016 - 4PPAL REG COMM-HRO RM 721 (WASHINGTON, DC) (AP66) and Pay
Plan = GS and RNO = Asian/ Pacific Islander or Black or Hispanic or American Indian/ slaskan Mative or White or Other and Gender
= Female or Male and Supervisory Status = Non-Supervisory and Location (State) = Dist of Columbia and PATCO = Professional or
Administrative or Technical or Clerical or Other or Blue Collar and Employment Type = Permanent Employees and Age >= 20 Years
Cld and Length of Service == & years

By Org
Asian A Ind/
Black Hispanic Amer. /Pacific m“‘f(" th White Un-disclosed
sl laskan Nat
Org Total Women Minorities Men Women Men Women Men Women Men Women Men Women Men Women
Appalachian Regional Comm 1 1 . . . . . . . . . . 1
& 100 . . . . . . . . . . 100
Total 1 1 . . . . . . . . . . 1
o 100 5 . 5 . 5 5 5 5 . . 100

Total APPALACHIAN REGIONAL COMMISSION Population: 1 (which includes employess that have not designated a Race and National Qrigin)

Figure 98. Hires Minority Profile report (with criteria)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The NOA for this report is
any NOA witha 100 series, 953, or 955. The default for this field

is A11. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor, Supervisor/
Manager, Management, Supervisor (CSRA), Management
(CSRA), Leader, and Non-Supervisory. The default for this field is
Al1. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Promotions

The Promotions report (Figure 99) is displayed when you select Promotions on the
Personnel Actions Reports menu (Figure 90). This report contains a count of promotions
(NOAs 702 or 703) in an organization. This data is obtained from the Personnel History
database and is updated biweekly.

Organizational Structure

Education Le
Length «
LG EREEInE

Figure 99. Promotions report

After running the Promotions report (Figure 99), the Promotions report (with
criteria) (Figure 100) is displayed.

Promotions
U.s. Department Of Agriculture

Calendar ¥ear = 2003 and Promotion Mature of Action = 702 (Permanent) and Personnel
Office Identifier = 5317 - USD4A - OCFO - MFC (MEW ORLEAMS, La) (45905 and Pay Plan

=35 and Occ Ser = 0343 - MAMAGEMENT AMD PROGRAM AMALYSIS and RNO = Asian/
Pacific Islander or Black or Hispanic ar american Indian/ &laskan Mative or White or Other

and Gender = Female or Male and Supervisory Status = Non-Supervisory and Location

(State) = Louisiana and PATCO = Prafessional or administrative or Technical and
Employment Type = Permanent Full-Time and Length of Service == § years

By Org
oy ot | BT R PTE G omer o0
Off Of The Chief Fnancl Offce 3 0.2 3 100 . . . .
Total El 0.2 El 100 0 0 0 0

Total U.5. DEPARTMENT OF AGRICULTURE Promotions: 1576

Figure 100. Promotions report (with criteria)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values

are 702 (Permanent) and 703 (Temporary). The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.



Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Title I, Chapter 29
Reporting Center

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor, Supervisor/
Manager, Management, Supervisor (CSRA), Management
(CSRA), Leader, and Non-Supervisory. The default for this field is
Al1. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Promotions Minority Profile

The Promotions Minority Profile report (Figure 101)is displayed when you select
Promotions Minority Profile on the Personnel Actions Reports menu (Figure 90). This report
contains a count of promotions (NOAs 702 or 703) in an organization based on sex and
RNO. Data for this report is obtained from the Personnel History database and is updated
biweekly.

Farzonne

Mature of Actions [For Pramotions]

Gender

and Mational Cri

Tirme Frarme
14 anization

Figure 101. Promotions Minority Profile report

After running the Promotions Minority Profile report (Figure 101), the Promotions Minority
Profile report (with criteria) (Figure 101) is displayed.

U.s. Department Of Agriculture
Promotions Minority Profile By Org
Calendar Year = 2003 and Promotion Mature of Action = 702 (Permanent) and Persannel Office Identifier = 5317 - USDA - OCFO -
MFC {NEW ORLEANS, LAY (AGO0) and Pay Plan = GS and Occ Ser = 0343 - MANAGEMENT AND PROGRAM AMALYSIS and Gender =
Female or Male and Supervisory Status = Non-Supervisory and Grade = 12 or 11 or 09 or 07 ar 05 and Location (State) = Louisiana
and PATCO = Professional or Administrative or Technical and Employment Type = Permanent Full-Time and 4ge »= 20 Years Qld
and Length of Service »= 5 years

By Org
Asian
- y Amer Ind/ ; o
Black Hispanic Amer.jslllanﬁ( e White Un-disclosed
Org Total Women Minorities Men Women Men Women Men Women Men Women Men Women Men Women
OFf Of The Chief Fnancl Offcr 2 2 . . . . . . . . . . 2
o 100 . . . . . . . . . . 100
Total 2 2 . . . . . . . . . . )
o 100 o o o o o o o o o o 100

Total U.S. DEPARTMENT DF AGRICULTURE Population: 1576 (which includes employees that have not designated a Race and National Origin)

Figure 102. Promoitons Minoirty Profile report (with criteria)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values are 702
(Permanent) and 703 (Temporary). The default for this field

is A11. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor, Supervisor/
Manager, Management, Supervisor (CSRA), Management
(CSRA), Leader, and Non-Supervisory. The default for this field is
Al1. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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The Separations report (Figure 103) is displayed when you select Separations on the
Personnel Actions Reports menu (Figure 90). This report displays a count of separations
(NOAs 300 Series (3xx) or 969) for an organization. Data for this report is
obtained from the Personnel History database and is updated biweekly.

Organizational Structure

Lerngth of 5
Tirmne Frarme

Figure 103. Separtions report

After running the Separations report (Figure 103), the Separations report (with
criteria) (Figure 104) is displayed.

Separations
U.s. Department Of Agriculture
Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - MFC (NEW
ORLEANS, LAY (AG90) and Pay Plan = G5 and Occ Ser = 0343 - MANAGEMENT AMD
PROGRAM AMALYSIS and RNO = Asian/ Pacific Islander or Black or Hispanic or American
Indian/ alaskan Mative or White or Other and Gender = Female or Male and Supervisory
Status = Mon-Supervisory and Location (State) = Louisiana and PATCO = Professional or
administrative or Technical and Emplayment Type = Permanent Full-Time and Age == 20

Years Old
By Org
org Total  potiaton  Tme C9) Tame () Other ()
Off Of The Chief Fnancl Offcr 1 0 1 100 . . . .
Total 1 1] 1 100 0 u] 0 ]

Total U.5. DEPARTMENT OF AGRICULTURE Separations: 4621

Figure 104. Separations report (with criteria)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values are 300
Series or 969 NOAs. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor, Supervisor/
Manager, Management, Supervisor (CSRA), Management
(CSRA), Leader, and Non-Supervisory. The default for this field is
Al1. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

141



Title I, Chapter 29
Reporting Center

Length Of Service

Time Frame

Sort By:

Report As Chart Or
Graph

142

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Separations Minority Profile

The Separations Minority Profile report (Figure 105)is displayed when you select
Separations Minority Profile on the Personnel Actions Reports menu (Figure 90). This report
displays a count of separations for an organization based on sex and RNO (NOAs 300
Series (3xx) or 969). Data for this report is obtained from the Personnel History
database and is updated biweekly.

ganizational Structure

Educat
Length
Tirme Frame

Figure 105. Separations Minority Profile report

After running the Separations Minority Profile report (Figure 105), the Separations Minority
Profile report (with criteria) (Figure 106) is displayed.

U.s. Department Of Agriculture
Separations Minority Profile By Org
Year = Calendar Year 2000 and Personnel Office Identifier = 5317 - USDA - OCFOQ - NFC (NEW ORLEANS, L&) (AG20) and Pay Plan
= G5 and Occ Ser = 0343 - MANAGEMENT AND PROGRAM AMALYSIS and RNO = Black and Gender = Female and Supervisory Status
= Non-Supervisory and Grade = 12 and Location (State) = Louisiana and PATCO = Professional or Administrative and Employment
Type = Permanent Full-Time and Age »>= 20 vears Old and Length of Service »= 5 years
By Org

Azt Amer Ind/

Black Hispanic AmEr.f;ra(iﬁ( Alaskan Nat White Un-disclosed

Org Total Women Minorities Men Women Men Women Men Women Men Women Men Women Men Women
Off Of The Chief Fnancl Offcr 3 3 3 ) 3
o 100 100 . 100
Total 3 3 3 . 3
23 100 100 o 100

Total U.5. DEPARTMENT OF AGRICULTURE Population: 24723 (which includes employees that have not designated & Race and National Origin)

Figure 106. Separations Minority Profile report (with criteria)

143



Title I, Chapter 29
Reporting Center

Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions (For
Separations)

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

144

Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values are 300
Series or 969 NOAs. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor, Supervisor/
Manager, Management, Supervisor (CSRA), Management
(CSRA), Leader, and Non-Supervisory. The default for this field is
Al1. Multiple or block selections are allowed. After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Running Workforce Reports

The Workforce Reports menu (Figure 107) and (Figure 108) contains the following reports:

} 1102/1105 Series Listing‘

Age Profile
Canceled Payments Requiring Agency Action (DOTS)

Civilian Employment (SF-113A) Report

Civilian Employment (SF-113G) Report
Dental Plan Payment Report

}DentaINision Plan Report‘
Dues Withheld

Education Level Profile
Employee Search (By Name)
Employee Search (By SSNO)
Employment By Disability Code
Employment Changes

Flex Fund

Gender Profile

Grade Distribution
Grades Across Minority And Gender

Grade Range
Leave Balances

Leave Liability

Length Of Service Profile
Life Insurance Listing
Manpower Analysis
Minority Profile

Occupation (PATCO) Profile

}Occupational Series Listing‘

Official Time For Union Business
Organization Profile

} Overdue Performance Am)raisals4

} PACS 4511 Carrier Tran. And Sum.‘

} PACS 4512 Carrier Tran. And Sum.‘

D PACS 4513 Health Benefits ¢

D PACS 4514 Carrier Tran. Detail €
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Pay Plan And Grade Distribution

Payroll Listing For W-2 Research

}Position Organization Listing (POL)4

Reduction In Force (RIF) Report

Retirement Eligibility
Retirement Profile (Inc. Early Out)

Roster Of Employees

Salary Summary
Statement Of Earnings And Leave

D Table 74 - Official Titles And Title Codes ¢

D Table 76 - Working Titles And Title Codes ¢
Union Activity Exception Report

Union Roster And Activity Report

Use-Or-Lose Leave Report
Workforce Analysis

110271105 Seres Listing
Age Profile

|||=|r| Er|||:-|
Dental Plan Pa'l_.rment Report
Dental / Vision Plan Report

Education Level Profile
Employee Search [By Name)
En1p|u|_.ree Searl:h [By SSNO)

Flex Fund
Gender Profile

sz Minority and Sender
Lea'l.re BalEII'IEEE

Dccupatlunal SEHEE IJ5t|ng
Dfficial Timme for Union Business

Figure 107. Workforce Reports menu
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"'r-:| anization Profile
Overdue Performance Appralsals

; rier Tram, and Sum.
P.H.[ 54512 Carier Tran. and Sum.

"1'= H':'-:IH:I-I ':rl':'+| 3
514 Carrier Tran. Detail
ribution

Payroll Listing for W-2 Research
Position Organization Listing (POL)
Reductlun in FDI‘EE (RIF) Report

rking Titles and Title

UI‘iIDI‘i Activity Excepton Report
Union Roster and Activity Report
Use-0pr-Lose Leave Report
Workforce Analysis

Figure 108. Workforce Reports menu (continued)
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»1102/1105 Series Listing

The 1102/1105 Series Listing report (Figure 109) is displayed when you select 1102/1105
Series Listing on the Workforce Reports menu (Figure 107). This report contains data
concerning Occupational Series 1102 and 1105. Data for this report is obtained from the
Payroll/Personnel database and is updated biweekly.

and Matio
ion Le

Tenure Grau P
Uniform i

iom Type: Mo arat ion thiz Pay Period
intrnent

eri Last Mame

Figure 109. 1102/1105 Series Listing report

After running the 1102/1105 Series Listing report (Figure 109), the 1102/1105 Series report
(with criteria) (Figure 110) is displayed.

Contracting (1102) and Purchasing (1105) Series Listing
Sensitive Personnel Data -- Use is Restricted
Pay Plan = G5 and Separation Accession Type = Not Separated or Accession this Pay Period and Location (Duty
and Location {Duty City) = LOUISIANA - NEW ORLEANS and Location {Duty county) = LOUISIANA -
By Last Name

U. 5. DEPARTMENT OF AGRICULTURE
Office Of The Chief Fin Ofc
National Finance Center

(AGID7D)
Pay Years Duty
Mame Play, Series Grade Agency Age se:;ce Education Level Duty Gity ¥

BRISTER , RONELDA W GS 1102 1z 90 - OFFICE OF THE CHIEF FIN OFC 45 19 (4) UNDEFINED NEW ORLEANS LA
DEJAN , CHARLOTTEM GS 1102 11 90 - OFFICE OF THE CHIEF FIN OFC 46 17 (13) BACHELORS NEW ORLEANS LA
MOSES , FREDDIE A GS 1102 12 90 - OFFICE OF THE CHIEF FIN OFC 48 29 (10) ASSOCIATE NEW ORLEANS LA
PHILLIPS , DEIDREY G5 1102 13 90 - OFFICE OF THE CHIEF FIN OFC 45 23 (13) BACHELORS NEW ORLEANS LA

4 record(s) were selected

Figure 110. 1102/1105 Series report (with criteria)
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Field Instructions:

Report Type

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occ Series

Grade

Occupation (PATCO)
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Click this field to indicate what type of report you wish to display on the report.
Valid values are Detail Listing (Includes Name And
SSNO),Detail Listing (Without Name And SSNO), and
Salary And Benefits Summary. After making your selection,

click [Done] or [Reset] as applicable.

Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

This field is system generated with Occupational Series 1102 and 1105.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.



Supervisory Status

Location (Duty State)

Location (Duty City)

Location (Duty County)

Employment Type (PFT)

Age

Disability Code
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Gender

Race And National Origin

Education Level

Tenure Group

Uniform Service Status

Veteran Status
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Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.



SCD Date (Leave)

Separation Accesion
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System
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Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.The first down arrow sets the parameters of the report.

Valid values are Equals, Not Equal To, Less Than Or Equal
To, Less Than, Greater Than Or Equal To, and Greater
Than.

The second down arrow is used to indicate the month. Valid values are 01
through 12.The third down arrow is used to indicate the day. Valid values
are 01 through 31.

The fourth down arrow is used to indicate the year. Valid values are 1945
through 2004.

Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel] as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Sort Order
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Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable.«
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Age Profile

The Age Profile report (Figure 111) is displayed when you select Age Profile on the
Workforce Reports menu (Figure 107). This report contains a count by age range of
employees in an organization. Data for this report is obtained from the Personnel History
database and is updated biweekly.

Organizational Structure
Perzonnel Office Identifer

pational Series

Length o

Include Percentar
Tirme Frarne

Sork By rganization

Chart or Graph

Figure 111. Age Profile report

After running the Age Profile report (Figure 111), the Age Profile report (with
criteria) (Figure 112) is displayed.

Age Profile
ey i

Calondar ¥ear = 2003 And Porsonnel Office 1dentifier = 5317 - usda - Defo - Nfe
Oce Sor = 0343 - Management and Program analysis and Grade = 11 and Location (s
Parmmanen t Full-

By Org

o L e Aol underdl () 0148 () 4184 (8) 8541 () S0-%4 () 558 (w) BE-k4

E Fnanc] Offer 38 00 8 1 28 4 105 T o184 9 237 9 237 7184
Total 38 100 44 1 28 4 105 T 184 9 237 9 237 7 184
Tatal U5, DEDARTHENT OF ACRICULTURE Dapulation: 105375

Figure 112. Age Profile report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.
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Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

Location (State)

Employment Type (PFT)
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Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.
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Gender

Race And National Origin
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Supervisory Status
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Include Percentages?
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this field is No. Valid values are
Yes and No. Multiple or block selections are not allowed. After making your
selection, click [Done] or [Cancel], as appropriate.
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Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Canceled Payments Requiring Agency Action (DOTS)

The Canceled Payments Requiring Agency Action (DOTS) report (Figure ) is displayed
when you select Canceled Payments Requiring Agency Action (DOTS) on the Workforce
Reports menu (Figure 107). This report contains information on canceled payments that have
been returned to NFC and require agency action. Data for this report is obtain from DOTS
and is updated daily.

Figure 113. Canceled Payments Requiring Agency Action (DOTS) report

Organizational Structure

After running the Canceled Payments Requiring Agency Action (DOTS) report (Figure 113),
the Canceled Payments Requiring Agency Action (DOTS) report (with criteria) (Figure 114)
is displayed.

Run Date: 11/13/2006 |

Canceled Payments Requiring Agency Action
Sensitive Personnel Data -- Use is Restricted
U. 5. DEPARTMENT OF AGRICULTURE
Office Of The Chief Fin Ofc

Agency = 90
POI = 5317
For 2006 PP 18
Pay -

| Agency | POI || 55N || NAME Period Net Amount | Accounting Code
S0 5217 | 331-48-2036 ELLA M. SIMS GALE i7 $1z5.00 069NWELWD10
20 52317 | 433-35-2193 ALISHIA M. WoOODS 16 $32.31 069MWELWO10
20 5317 | 433-61-4002 BERMETTA W, MILBURN 16 $73.00 069MWELWO10

Total records for POI 5317 = 3

Figure 114. Canceled Payments Requiring Agency Action (DOTS) report (with criteria)

Field Instructions:

Organizational Structure  Select the applicable organizational structure. After making your selection, click

[Done], [Cancel], or [Next], as applicable. If you click [Next], additional
organizational information is displayed. If you wish to return to the previous
level, click [Previous].

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit

Identifier

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable..

Year And Pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T& A

displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Civilian Employment (SF113-A) Report

The Civilian Employment (SF113-A) report (Figure 115) is displayed when you

select Civilian Employment (SF113-A) on the Workforce Reports menu (Figure 107).This
report is divided into four sections. Section I, Current Status, displays the total paid
employment by category and geographic area. Section II, Payroll, displays wage and lump
sum data. Section III, Turnover, displays data regarding accessions and separations.

Section IV, Data Excluding Special Employment Categories, displays data concerning paid
employees who are subject to employment ceilings. Data for this report is obtained from the
EMPR database and is updated biweekly.

Organizational Structure

Ermmployrment Manth:

Figure 115. Civilian Employment (SF113-A) report

After running the Civilian Employment (SF113—A) report (Figure 115), the Civilian
Employment (SF113-A) report (with criteria) (Figure 116) is displayed.

EMPR127-1 MONTHLY REPORT OF FEDERAL CIVILIAN EMPLOYMENT (SF-113-A Format)
RUN DATE 02/03/2003  DEPARTMENT: DEPARTMENT OF AGRICULTURE
AGENCY:
EMPLOYMENT COVERAGE: STAY IN SCHOOL DEPT 4G SA  AG
EMPLOYMENT AS OF JANUARY 2003 PAYROLLFROM 12/29/2002 TO 01/25/2003 TURNOVER FROM 132/23/2002 TO 01/25/2003

FOREIGN WASH., D.C.

S OUTSIDE
TERRITORIES COUNTRIES  METRO. AREA

WASH., METRO.
AREA

(G)] @) (0] (C)] 1G]

LINE  EMPLOYMENT, PAYROLL, TURNDVER, AND CELING DATA  TOTAL ALL AREAS

SECTION I - CURRENT STATUS

PART-TIME WITH PERMANENT APPOINTMENTS 2
INTERMITTENT 1

1 GRAND TOTAL EMPLOYMENT 53 1 4 43
2 TOTAL IN PERMANENT POSITIONS 15 1 1 13
3 FULL-TIME 22 2 20
a FULL-TIME IN PERMANENT POSITIOHNS El 1 8
5 FULL-TIME WITH PERMANENT APPOINTMENTS 7 1 3
[3 PART-TIME 30 1 z 27
7

8

9 COMPETITIVE SERVICE
10 WITH PERMANENT APPOINTMENTS
11 EXCEPTED SERVICE AND SES ag 1

-
-

12 WITH PERMANENT APPOINTMENTS 3 1

13 WAGE $YSTEMS

14 U. 5. CITIZENS 53 1 4 a8

15 HONCITIZENS

16 TOTAL INTERMITTENTS NOT WORKING & E]
SECTION IT - PAYROLL

Figure 116. Civilian Employment (SF113-A) report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based on your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are two
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Employment Month Click this field to indicate the month and year to be displayed on the report. The
default for this field is A11. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.
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Employment Coverage
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Click this field to indicate the report name, department, and agency to be
displayed on the report. You must complete the Organizational Structure and
Employment Month fields before you can click in this field. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.
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Civilian Employment (SF113-G) Report

The Civilian Employment (SF113-G) report (Figure 117) is displayed when you

select Civilian Employment (SF113-G) on the Workforce Reports menu (Figure 107). This
report displays the number of employees subject to the ceiling. Data for this report is
obtained from the EMPR database and is updated biweekly.

Organizational Structure

Direct Hire (ves/Ma): Ma

Report Peric
oyrnent C

Figure 117. Civilian Employment (SF113-G) report

After running the Civilian Employment (SF113-G) report (Figure 117), the Civilian
Employment (SF113-G) report (with criteria) (Figure 118) is displayed.

EMPR123-1 MONTHY REPORT OF FULL-TIME EQUIVALENT/WORK-YEAR CIVILIAN EMPLOYMENT (SF - 113G Format) -
(DIRECT HIRE)
RUNDATE: 04/10/2002 DEPARTMENT OR AGENCY: U.S, DEPARTMENT OF AGRICULTURE
REPORT PERIOD: DECEMBER 30 - JANUARY 26,2002
AGENCY IN DEPARTMENT:
EMPLOYMENT COVERAGE: DEPARTMENT LEVEL SA AG

W ORK-YEARS

CUMULATIVE TO END

OF CURRENT

EMPLOYMENT/HOURS CATEGORY EMPLOYMENT EQUIVALENT FOR  CURRENT PERIOD PERIOD
AND HOURS CURRENT PERIOD (2 PAY PERIODS) (09 PAY PERIODS)
(81} @ =) (O]
1A. EMPLOYMENT EXCLUDING SPECIAL EMPL CATEGORIES 222 324 24,92 112,15
B. STRAIGHT TIME HOLURS 51,840 324 24,92 112,15
€. OVERTIME HOURS
2A. FULL-TIME - PERMANENT APPT. 140 140 10,77 48,46
B. STRAIGHT TIME HOURS 22,400 140 10,77 48,46
<. OVERTIME HOURS
3A. OTHER EMPLOYMENT 182 184 14,15 63,69

B. STRAIGHT TIME HOLURS 29,440 184 14.15 63.69
€. OVERTIME HOURS

4A. PART-TIME - PERMANENT APPT. 4 4 .31 1.38
B, STRAIGHT TIME HOLURS &40 4 .31 1.38
€. OVERTIME HOURS

5A. PART-TIME - TEMPORARY & INDEFINITE APPT.

Figure 118. Civilian Employment (SF113-G) report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based on your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are two
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Direct Hire (Yes/No) Click this field to indicate whether or not this employee is a direct hire. Valid
values are Yes and No. The default for this field is No. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.
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Report Period

Employment Coverage

166

Click this field to indicate the timeframe to be displayed on the report. The
default for this field is A11. After making your selection, click [Done],
[Cancel], or [Reset], as applicable.

Click this field to indicate the report name, department, and agency to be
displayed on the report. You must complete the Organizational Structure and
Employment Month fields before you can click in this field. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Done], [Cancel], or [Reset], as applicable.
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Dental Plan Payment Report

The Dental Plan Payment report (Figure 119) is displayed when you select Dental Plan
Payment Report on the Workforce Reports menu (Figure 107). This report lists payments to
a dental plan carrier for a pay period.

Note: This report contains detailed data.

Organizational Structure
Personnel Office Identifer
Flan
pational Series

ssion this Pay Period

Figure 119. Dental Plan Payment report

After running the Dental Plan Payment report (Figure 119), the Dental Plan Payment report
(with criteria) (Figure ) is displayed.

Dental Plan Payment
Sensitive Personnel Data -- Use is Restricted
COMMODITY FUTURES TRADING COMMISSION
Commodity Futures Trading Comm

11/2/2004

Carrier Code: $1/CFTC Dental Plans
Doty Station State: 11

Deferred Mon-Deferred

i REToT Deductions Contributions

Subtotal:

Total

Figure 120. Dental Plan Payment Report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the Click this field to indicate the organization to be

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Location (Duty State)

Separation Accession
Type
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displayed on the report. The default for this field is based upon your security
access. After making your selection, click [Done], [Cancel], or [Next], as
applicable. If you click [Next], additional organizational information is
displayed. You can continue to make selections and click [Next] to further
course are nine organizational levels available when clicking [Next]. Multiple or
block selections are not allowed when you click [Next]. If you wish to return to
the previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.



Type Of Appointment

Employment Type

Special Employee Code

Retirement System

SCD Date (Leave)

Year and Pay Period

Sort Order
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Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals, Not Equal To, Less Than Or Equal To, Less
Than, Greater Than Or Equal To, and Greater Than.

The second down arrow is used to indicate the month. Valid values are 01
through 12.

The third down arrow is used to indicate the day. Valid values are 01
through 31.

The fourth down arrow is used to indicate the year.

Valid values are 1945 through 2 004 .Multiple or block selections are not
allowed. After making your selection, click [Done] or [Cancel] as applicable.

Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable.
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» Dental/Vision Plan Report

The Dental/Vision Plan report (Figure 121) is displayed when you select Dental/Vision Plan
Report on the Workforce Reports menu (Figure 107). This report contains counts and
detailed information regarding dental and vision plan enrollees. Data for this report is
obtained from the T&A database and is updated biweekly.

Crganizational Structure

Personnel Office Identifer

“ear and Pay Period

Figure 121. Dental/Vision Plan report

After running the Dental/Vision Plan report (Figure 121), the Dental/Vision Plan report (with
criteria) (Figure 122) is displayed.

FEDVIP Payment Report
For Pay Period(s) 2007 - 12
Sensitive Personnel Data -- Use is Restricted
(AGI0)

Plan Code JF Plan Code 1G Plan Code JH

Lo

Dantal | Premium ¥ /H icton ” Premium W/H ” Dantal and Vision | Premium W /H | Total Participants /Premium W
AGOO 289 $6,331.70 205 $1,753.82 0 $0.00 321/4%,085.52
Total: 289 $6,331.70 205 $0.00 [} $1,753.82 * 321 / $8,085.52

* The grand total of participants may not equal the individual count of employees with JF plans plus the employess with JG plans and JH
plans, The inequality may result because zome employees may participate in both plans and will be counted in the grand total of particips

anly once.

Selection Crietia ¢ Year and Payperiod = 2007 - 12 and Employing Office Code = 5317-USDaA-OCFO-NFC(NEWORLEANS,LAILAGTO)

Figure 122. Dental/Vision Plan report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit

Identifier

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Year And pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T& A

displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.«
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Dues Withheld

The Dues Withheld report (Figure 123) is displayed when you select Dues Withheld on the
Workforce Reports menu (Figure 107). This report displays a list of employees who pay
union dues and how much is being paid each pay period. Data for this report is obtained from
NFC’s T&A database and is updated biweekly.

Note: This report contains detailed data.

ganizational Structure

Identifer

n thiz Pa

r and Pay Periaod

Figure 123. Dues Withheld report

After running the Dues Withheld report (Figure 123), the Dues Withheld report (with
criteria) (Figure ) is displayed.

Report of Organ. or Assoc. Dues Withheld
Sensitive Personnel Data -- Use is Restricted
Yesr and Pay Period = 2004 - 12 and Pay Period coverad by TA = 2004 - 12 snd Separation Accession Type = Mot Separated or
Accession this Pay Period

U. 5. DEPARTMENT OF AGRICULTURE
Off Of The chief Fnancl Offcr
National Finance Center
Government Employees Services Division
Payroll Control Branch

(AG9070400090)
p. Total National Local Reason Status of
Org/Assoc Lodge /Local SSNO NAME Agency ¥ Deduction Deduction Deduction for No 1= ot
Plan - Authorization
Amount Amount Amount Deduction

52 2341 a0 <k $10.00 $10.00 $0.00
52 2341 90 G $10.00 $10.00 $0.00
52 2341 90 GE $10,00 $10,00 $0.00
52 2341 90 G5 $10,00 $1i0.,00 $0.00
52 2341 90 GS $10,00 $10,00 $0.00
Total $50,00 450,00 $0,00

Figure 124. Dues Withheld report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Location (Duty State)

Location (Duty City)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.



Location (Duty County)

Union/Assocation

Local/Lodge

Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System

Title I, Chapter 29
Reporting Center

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the code for the union/association to be displayed on
the report. This is a two-position code. Valid values are 01 through 99.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the code for the local/lodge to be displayed on the
report. Both the four-position code and the literal are displayed on the report.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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SCD Date (Leave)

Sort Order

Year And Pay Period
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Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals, Not Equal To, Less Than Or Equal To, Less
Than, Greater Than Or Equal To, and Greater Than.

The second down arrow is used to indicate the month. Valid values are 01
through 12.

The third down arrow is used to indicate the day. Valid values are 01
through 31.

The fourth down arrow is used to indicate the year. Valid values are 1945
through 2004.

Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel] as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable.

Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Education Level Profile

The Education Level Profile report (Figure 125) is displayed when you select Education
Level Profile on the Workforce Reports menu (Figure 107). This report displays a count, by
educational level, of the employees in an organization. Data for this report is obtained from
the Personnel History database and is updated biweekly.

Note: If an employee has no education level listed in the Personnel History database, they
will not be included on the report.

Organizational Structure

Personnel Office Identifer
Pay Plan

Include
Tirmne Frare
Sort By Janization

Feport as Chart or Graph

Figure 125. Education Level Profile report

After running the Education Level Profile report (Figure 125), the Education Level Profile
report (with criteria) (Figure 126) is displayed.

Education Level Profile
U.s. Department Of Agriculture
- MFC (NEW ORLEAMS, L&) (4G90) and Pay Plan = GS and RNO = White and Gender = Female and Supervisory Status = Mon-Supervisory &
siana and PATCO = Professional or Administrative or Technical and Employment Type = Permanent Full-Time and Age »= 20 Years Old and
By Qrg

_ Post-
) T o I on Ut SIS oo 9 o U oo TR o0 G, o0 ITF oo
5.6 . . 3 16.7 1 56 . . 2 111 . . . . 4 22.2
5.6 o 3 16.7 1 L& 2 111 4 222

Figure 126. Education Level Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

Location (State)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.
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Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this field is No. Valid values are
Yes and No. Multiple or block selections are not allowed. After making your
selection, click [Done] or [Cancel], as appropriate.
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Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Employee Search (By Name)

The Employee Search (By Name) report (Figure 127) is displayed when you select Search
By Employee Search (By Name) on the Workforce Reports menu (Figure 107). This report
displays a list of employees matching your search criteria. Each employee on the list is
displayed with ssn, full name, organizational structure, POI, pay plan, occupational series,
grade, and step. Data for this report is obtained from the most recent information on the
Payroll/Personnel database.

Note: This report contains detailed data.

Search By Emplovee's Last Name

Enter Last Mame: -

Figure 127. Employee Search (By Name) report

After running the Employee Search (By Name) report (Figure 127), the Employee Search
(By Name) report (with criteria) (Figure 128) is displayed. You can select a name from the
list to display various reports. Once you select a name from the list displayed, the default

report is the Salary Data report (Figure 154). You can select various reports from the drop

down menu.

Org POI PP-Ser-Gr/St

Arnold

Arnold
Arnold
Arnold
Arnold
Arnold
Arnold
Arnold
Arnold
Arnold

Figure 128. Employee Search (By Name) report (with criteria)
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annuald Sick Leave

Awards

Building Locator Inguiry
Charitable Contribution

City Tax

Compensatory Leave

County Tax

Dates and Misc Sal/Pers Data
Cemonstration Project Data

Cetail Assigns Temporary Promotion
Education and Certification :
Federal Tax

Financial allotrment

Health Benefits

Intermittent

Life Insurance

Mon Pay Leave

Cther Leave

Personnel Supplements

Processing Indicators

Retained Srade Data
Retirernent Data
Salary

Salary ¥TD Data
Separated Leawve
Separation Information
SF-50B Data Elements
SSNO Change Data
=tate Tax

Thrift Savings Data

Figure 129. Search By Employee’s Last Name report options
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AddressfCheck Information

* Residence Address # * Check Bank Address *

Account Type:
Route Number:
Account EFT:

City:
County:
State /Country:
* Check Mail Address * * Disbursing *
Disbursing office CD:
Distribution CD:
Designated Agent:
City Cd: State Cd: TA Contact Point:
Effectve: PP TR

Figure 130. Address/Check Information

Allowances fCOLA fPost Differential

Allovrance Record 0

* COLA /Post Diff Codes *

Type:

Taxable:

COLA Post Diff Code: Code:
Allovrance COLA Code: Total:
Foreign Post Pay Diff Code: Rate:
Balance:

Mo Allowance Records Present

Figure 131. Allowances/COLA/Post Differential
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* Annual Leave *

Annual f Sick Leave

* Sick Leave *

Carryover Balance:
Accruals ¥YTD:

Leave Used YTD:

Current Balance:

Accrual Reduction:
Part-time Carryover Hours:
Leave Forfeited:
Accrued SES:

Annual Leave Error:
Carryover Prior Year:
Annual Leave Category:
Leawe Earning Status PP:
45 Day Carryover Code:
45 Day Carryower Hours:
Interim Lump Sum Code:
Date Changed -

Leave Changed ID:

Julian:
cal:

* Donor Leave *

Carmryower Balance:
Accruals YTD:

Leave Used YTD:

Current Balance:

Accrual Reduction:
Part-time Carmyover Hours:
Sick Leave Error:

Frozen Sick Leave Balance:

* Annual Leave Restored *

1st Restored Year:

1st Restored Hours:

2nd Restored Year:

2nd Restored Hours:

3rd Restored Year:

3rd Restored Hours:

Leave Restored Forefeited:

* U5 Attormey Leave *

Approved Leave Donor Code:
Approved Leave Recipient:

Frozen Annual Balance:
Frozen Sick Balance:
Frozen Leave Rate:
Date Leave Frozen:

Figure 132. Annual/Sick Leave

Cash Award Amt:
PMRS/PFP Bonus Amt:

Awards

Current Awards Case Number

Eff PP: TR:
Eff PP: TR:

Awards Number 1

Awards Case Number:
Effective Date:

Period Covered - From:

Number of persons Receiving Award:
Award Scope:

Amount of Award:
Processing PP Begins:
Tangible Benefits:

To: Intangible Benefits:
Award Type Code:
Award Code:

Avrard Name:

First year Savings:

Amount Paid By Non Govt Source:

Accounting Distvibution
Sub Lew

FY Appn
Agency Charged

Award Agency Use

Figure 133. Awards
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Building Locator Inquiry

Org Stucture Code:
wWork Building Code:
Mail Room Location:
Physical Room Location:
Worlc Phone Number:

Building name and Address:

Figure 134. Building Locator Inquiry

Charitable Contributions

* Contribution 1 *

Type Code:
City Code:
State Code:
Amount PP:

Balance Remaining:

* Contribution 2 *

Type Code:
City Code:
State Code:
Anmount PP:

Balance Remaining:

Figure 135. Charitable Contributions
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City Tax

Tax Record:
State Code /Name:
City Code/Name:
Tax Status:
Tax Indication:
Number of Exemptions:
Tax Percent:
Extra Deductions:
Year to Date Tax Deductions:

Figure 136. City Tax

Compensatory Leave

Error Code:
Forfeited:

Earmed Year to Date:
Used Year to Date:

Prior Year Balance:

Prior Year Balance 2:

Leave Used Religious Observance Year to Date:
Balance Religious Observance:

Total Current Balance: thanged Date (Julian):
Changed Date (Calendar):

Changed ID:

Figure 137. Compensatory Leave

County Tax

Tax Record:
State Code /Mame:
City Code /Mame:
Tax Status:
Tax Indication:
Number of Exemptions:
Tax Percent:
Extra DeductHons:
Year to Date Tax Deductons:

Figure 138. County Tax
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Dates and Misc Salary/Personnel Data

Entered Present Grade:
SCD WEI:
Last Recorded WGI:
Date SCD Retire:
Last ADJ SCD Retire:
Date SCD RIF:
Last ADJ $CD RIF:
Date SCD Leave:
Date 6C Retire:
Date Retention Allow:
Service Agree Expire:
Date Longevity:
Longevity Percent:
TDY Post Differential:
COPR Status:
Appointment Date:
Date Agency EOD:
Date Entered POI:
Date SES Recert:
Entered Tour Date:
Supw Mgr Probation Period
Req:
Supv Mgr Probation Begin:
Probation Period Starts:
Probation Last Recorded:
Non Pay NTE:
Promotion NTE:
Appointment NTE:
Appointment Limit Code:
Exp Appointment Limit
Report:
Exp Appointment Limit PP:
Service Year Start Date:
Appointment Hours Days Dollars
Total:

SSMNO:

Type of Appointment Code:
Work Schedul,

Tour of Duty Hour
Alternate Work Schedul
Seasonal Status Qus
Special Employee Code:

Current Employment Status:
Special Employment
Programs:

Bargaining Unit Status:
Position Supervisory Code:
Uniform Service Status:
Employee Type:
Professional Category:
Quarter Deduction Cod:
Position Sensitivity:
thange in Tenure:

Conwversion Career Tenure:
Career Perm Tenure Starts:
Career Perm Last Recorded:
AUD/AP Change:

AUD/AP Projected Annual
Amt:

AUD/AP Last Change:
AUD/AP Standby Gb:
AUO/AP Standby Hours:
Annuitant Share Amount:
Annuitant Indicator:
Salary Share Code:

Salary Rate Overtime:
Primary Fund Code:
C0O0P Employee Control Code:
COOP Share Amount:
COOP Rate Overtime:

Rate:

Holiday:

Holiday:

Figure 139. Dates And Misc Salary/Personnel Data

Demonstration

Case File Number:

Project Indicator:

Pay Plan/ Grade/ Step:
MR/IP Number:

Occ Series Code:

Position Official Tide:
Adjusted Salary:

Duty Station Code:
Personnel Office ID:

Org Structure Code:

Mat-Act 1st 3 Pos:

Mat-Act 2nd 3 Pos:

Pers Action Effective:
Present Grade Date:

Date Probation Perod Start:
Date Change in Tenure:
Tenure Group:

Lervice Agreement Expire Date:

Project Data

Figure 140. Demonstration Project Data

Title I, Chapter 29
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Detail Assignf Temporary Promotion

Mo Detail /Temporary Record Present

Department: Department:
Agency: Agency:

Employing Office: Employing Office:
MR / IP Number: MR / IP Number:
Pay Plan - Grade: Grade:
Mot to Excede Date: Detailed Assignment Expires:

Figure 141. Detail Assign/Temporary Promotion

Education and Certificate

Education Instructonal Degres School State School

Lewel Program Rcwd Yr Code Code

Name

Certificate Certificate Certficate Certificate
Number Name Year State

Figure 142. Education And Certificate

Federal Tax

Mumber of Exemptions: MO0
Extra Deductions: 135
Processed Pay Period: 4

Processed Year: 1927

Earmed Income Credit
Code: 0O
Year to Date Amount: $0.00

W-4 Controlled by IRS Mo

Figure 143. Federal Tax
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Financial Allotment

* allotment 1 #*

Transaction Code:
Annount:

Disbursing DOffice:
Type of Bank Account:
Bank Acct Number:
Bank Route Number:

* Allotment 2 *

Transacton Code:
Annount:

Disbursing Office:
Type of Bank Account:
Bank Acct Number:
Bank Route Number:

Figure 144. Financial Allotment

Health Benefits

Part Time FEHB Coverage:
Temporary FEHB SCD Date:
FEHB Cowverage Code:

Federal Record Number 1

Plan Name:

Enrollment Code:
Coverage Code:
Change Code:

Adjust Flag:
Deduction Ind:
Benefit Type:

Action Code:

Action Source:
Control Number:
Date Effective:
Deduction Amount:
Contribution Amount:
Tax Deferred Code:
Ded YTD Non Deferred:
Ded YTD Deferred:

Enrollment Future Use:

Figure 145. Health Benefits
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Intermittent

Worked Since Last WGI:
Elapsed Since Last WGI:

Worked SCD:
Elapsed SCD:

Toward Career Tenure:
Elapsed Toward Career Tenure:

During probation Period:

Elapsed During probation:
YWorked While on Roles:
Worked This Appointment:
Meed Toward Conw Career:

Worked Leave Ret RIF:

Figure 146. Intermittent

Life Insurance

SSNO:
Federal Record Number 1

Plan Code: Benefit Type:
Coverage Code: Age Bracket Code:
Date Effective: Basic Cost Altermate:
Basic Coverage Amount: Action Code:
Biweek Deduct Mon Table: Coverage Amount Furnished:
Option A Factor: Basic Rate Determinant:
Dption B Factor: Plan Type:
Option C Factor: Adjust Flag:

Plan Name:
Coverage Description:
Payee Name:

Figure 147. Life Insurance
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Mon Pay Leave

* Non Pay Counters * * Absence Without Leave (AWOL) *
Excess 30 Days Counter: Leave Retirennent RIF:
Consecutive Day Counter: Lince Last WGI:
Toward Leave Credits: During Probation:
FEHE Termination: During Supv Probation:
FEHE Flag:
Begin Date: * Leave Without Pay *

Pay Status After AWOP:
Previous Cal Year Split:

Leave Retirement RIF:
Since Last WGI:

* Other Non Pay * During Probation:

During Supv Probation:
Cal Year Split Type Leave:
Injury Leave OFEL: * Suspension *
Susp/AWOL/LWOP Cal ¥R Split:
LWOP Excess 1040:

Leave Retirement RIF:
Since Last WGI:

During Probation:
During Supv Probation:

Figure 148. Non Pay Leave

Other Leave

* Military Leave *

* Home Leawe *

Regular Hours YTD:
Regular Days YTD:
Emergency Hours YTD:

Carryover Balance:
Current Balance:
Leave Used YTD:

Leave Accruals ¥YTD:

Emergency PP Hours:
Leave Camryover:
Leave Days Prior Tear:

* Shore Leave *

Credit Hours Current Bal:
Administrative Leave Used YTD:

Carmyover Balance:
Current Balance:
Leave Used YTD:

Leave Accruals ¥YTD:

Figure 149. Other Leave
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Education Level:
Instructional Program:

Degree Certification
Received:

Perf Evaluation Eligi
Code:

Perf Evaluation Period:

Perf Evaluation
Aniversary:

Perf Evaluation Generated:
Perf Penalty Status:

Date Penalty Began:
Accession:

Accession Method:
Accession Date:

Accession NOA Code:
Accession Auth:
Appointment NOA Code:

Appt Authority:

NOA Previous 5 Positions:
PATCO:

From To Code:

Last Action PP Number:
Agency Use:

Gain Lose Dept:

conflict of Interast
Submitted:

NOA Prev 3 Positions:
NOA Corvection Date:
Pay Protection Flag:
NFC Employee Status:
NFC ASD Date2:

NFC ASD Salary:
Agency Info 1t
Agency Info 2:
Aagency Info 3:

pp

pp

Personnel Supplements

Separation Accession Type:
Citizenship Code:

Sex Code:

Veterans Status:

¥R
WGI Due Code:
WGI Notification Given Code:
YR Date WGI Projected Effective:
Promotion Plan Code:
Supervisory MgH Prob Exp
YR Notif:

Law Bar Membership Code:
Bar Membership State Code:
Program Lang Code:

Comp Eq Abil Code:
Retention Rights End:

ADIJP Elaps PP Counter:
Working Title Code:
Working Title:

Recruitment Bonus:
Relocation Bonus:
Retention Allowance:
Supervisory Diff Rate:
Staffing Diff Rate:

Foreign Language Allowance:
Cash Award Amount:

Cash Award Effective:

Merit pay Computed Salary:
Metit Pay Increase Amount:
PMRS/PFP Bonus Amt:
PMRS/PFP Bonus Effectiv
Funding Uni

Agency Use 1:

Aaency Use 2:

Figure 150. Personnel Supplements

Processing Indicators

Accession Break In Service Indicator:

Msg Oweride:
Salary Use:

Split TA Required Ind:

Thrift Savings Plan Change Ind:

Union Dues Change Ind:
Health Benefit Change Ind:

Performance Eval Change Ind:

cash Award Ind:

Flexfactor Participant Code:
Inactive Mo Pay Due Ind:
Employee Transfer Ind:
Multi-Elemient Change Ind :

NFC Data Base Modification Ind:

Figure 151. Processing Indicators
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SSND;

pp
pp

-
N

-
~

pp

YR

YR

SSMO:

Employee Ceiling Ind:
FERS Coverage Ind:
Position Status Budget:
CPDF Coverage Code:
Fatal/MNon Fatal Error Ind:
Replacement Followup Ind:
Name Corection Ind:
FEGLI Ind:

TSP Transfer Ind:

EMP EXP Participation Ind:
SPPS Ind:



Retained Grade Data
SSNO:

Rate Expire Motification:

Retain Rate Expire:

* ODccupied Position *

* Former Position *

Pay Plan: Grade:

Occupational Seres:
Occupational Series Function Code:

Pay Plan: Grade:

Dccupational Seres:

Occupational Seres Function Code:

* Wage Marine Retained Data *

Ret WM Mar Pay Plan: Grade:
Ret WM Mar Occupational Series:

Mo Retained Grade Data Awailable

Figure 152. Retained Grade Data

Retirement Data

Cumulative Retirement Ded:
Deduction PHor to Conversion:
Total Retirerment Ded:
Creditable Military Service:
Date Retired from Military:
Retirement Coverage Code:

S5MNO;

Date EOD Foreign Service:
Frozen Foreign Service Time: MO

Frozen C5RS Service:

Frozen Sick Leave balance:

C5RS Coverage At Appt:

FERS Coverage Indicator:

* Federal Record Number 1 #

TR

Participation Eligibility Code:
Plan Code:

Eff Date of Action:

Benefit Type:

Non Deferred Deduction:
Deferred Deduction:
Deduction Type:

Deduction After OASDI Limit:

Figure 153. Retirement Data

Action Code:

Ded Limitto DASDI:

Non Deferred Ded YTD:
Deferred Deduction ¥YTD:
Date Deduction Began:
Earmings YTD:

AGLY Contributions ¥YTD:

Title I, Chapter 29
Reporting Center
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Department:
Agency:

Org Lev 2
Org Lev 3

Org Lev 4
Org Lev 3:

Org Lev 6:
Org Lev 7

Org Lev

Employing Office:
Position Title:

Pay Plan - Grade /Step:
MR / IP Number:

Occ Series / Funct Code:
Duty State:

Duty City:

Duty County:

Acct Station:

Acct Station Location:
Paid Status:

Seperation Accession Type:
Frequency Paid:

Figure 154. Salary Data

Gross Pay YTD:

Base Pay YTD:

TSP Base Pay YTD:
HITS Wages YTD:

HITS Deductions YTD:
DASDI Wages YTD:
DASDI Deductions YTD:
Earning Limit ¥YTD:
Overpay Carry YTD:

Acct Distribution FY:
Sub Level:

Salary Data
SSMO:

Adjusted Salary:
Schadulad Salary:
Geographic Adj Rate:
Salary Rate:
Locality Table Code:
Geographic Adj %z
Pay rate Det Code:
Pay table Code:

Leo Indicator:
FLSA Indicator:
FEGLI Coverage:

Retirement Coverage:
Earnings Limitation:
PM3A Code:

CMEA Code:

Document Description:
Document Effective:
Document Batch:

Pers Action Effective:
Pers Auth Date:

NOA 15T:

NDA ZND:

salary YTD Data
SSMNO:

PP last Time Paid:

Schedule Mumber Last Paid:
Last Paid Begin:

COPR Premium Pay FY YTD:
COPR Premium Pay FY ¥YTD PRI:
COPR OT Ret Curr FY YTD:
COPR OT Ret Prev FY YTD:
COPR Premium Pay Pay Period:
COPR OT Rat Pay Period:

COPR OT Hours Last 26 PP:
COPR Comm Hours Last 26 PP:

Flag:

Figure 155. Salary YTD Data
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# Annual Leave #

Separated Leave

* Leave Without Pay *

Lump Sum Leave Paid:
Carryover Balance:
Accrual Year to Date:
Leave Used Year To Date:
Accrual Reduction:

* Date Lump Sum Carvied *

Restored Leave:
Over Ceiling Leave:
Within Ceiling Leave:
Date Leave Paid:

# Absent Without Leave *

Leave Retirement RIF:
Since WGI:

During Probation:

During Managerial Probation:

* sick Leave *

Expire For Retirement Date:
Caryover Balance:

Accrual Year to Data:

Leave Used Year To Date:
Accrual Reduction:

Minus Sick Leave Code:
Projected Use Date:

* Suspension Leave *

Leave Retirement RIF:
Since WGI:

During Probation:

During Managerial Probation:

* Absent Without Pay *

Leave Retirement RIF:
Since WGIL:

During Probation:

During Managerial Probation:

* Military Leave *

Excess 30 Day Counter:
Consecutive Day Counter:

Regular Hours Year to Date:
Regular Days Year to Date:
Emergency Hours Year to Date:

Figure 156. Separated Leave

Separation Information

Prepare Leave Record:

Final TA Received:

Prepare Retirement Record:

Record Status Code:

Pay Period Processed:

Year Processed:

Lump Sum Ending Date Hours:

Last Day Pay Status for Retirement:

SSNO:

Pay Raise Rate Lump Sum:
Scheduled WEI:

Supervisor Manager Probation Begin:

Probation Period Start:
Personnel Action Effective:
Mature of Action 2nd/ Auth:

* Intermittent *

Interim Lumip Sum Code:

Days Worked Since Last WGI:
Days Worked this Appointment:
Paid S5tatus Days to Career:
Days Worked Calendar Year:
Days Worked During Prob:

Figure 157. Separation Information

Elapsed Calendar Days Since WGI:
Elapsed Calendar Days to Career:
Days Worked on Roll:

Elapsed Calendar Days During Prob:
Elapsed Calendar Days Scd:

Title I, Chapter 29
Reporting Center
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Date of Birth
Mat Act 1st 3 Po:
Nat Act Auth 1st:
Appoint NTE:
Position Title:
Working Title:

Pay Plan-Occ Ser-
Grade/Step:

salary Rate Code:
Total salary:
Scheduled salary:
Geographic Adj Rate:
Adj salary:

Other Pay:

Org Structure Code:

veterans Pref Code:
Veterans Pref RIF:
Tenure Group:

Pay Rate Deter Code:
FEGLI Code:
Retirement Code:
Work Schedule:

Tour of Duty Hour
Pasition Dccupie
FLSA:

Remarks Codes:

Org Name:

SF-50B Data Elements

SSNO:

Pers Action Eff:

Nat Act 2nd 3 Pos:
Nat Act Auth 2nd:
Promotion NTE:

Non Pay NTE:

MR/IP:

Agency Use:
Annuitant Indicator:
SCD Leava:
Bargaining Unit Status:
Pers Action Coda:
Type of Appointment:
Date SCD Retire:
Date §CD RIF:

Date 6C Ratire:

Date §CD TSP:

Date SCD WG

Date Career Tenure
Starts:

Date Entered Present
Grade:

Date Probation Period
tarts:

Date Supr/Mgr Prob
eriod:
Gain/Lose Dept:
Annual Leave Cat.:
45 Day Code:
Leave Earn Status
During PP:
Qtrs Ded Code:
Qtrs Ded Rata:
COLA/Post Diff Code:
TSP Eligibility Code:

Figure 158. SF-50B Data Elements

S5O Change Data

$5M0 Changed To:

S$5NO0 Changed From:

Org Structure Code Agency:

Org Structure Department Code:

Processed Pay Period Begins:

Figure 159. SSNO Change Data
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State Tax

Processed Pay Perod:
Processed Year:

Withholding State Code /Mame:
Number of Exemptions:

Extra Exemptions:

Personal Exemptions:

Ltatus Duty State:

Private Tax Code:

Extra Deductions:

Figure 160. State Tax

Date TSP Eligibility:

TSP Eligibility Code:
Uncapped Salary for TSP:
TSP S5CD:

Build TSP Data Record:

Thrift Savings Data
SSNO:

Change Status Code:
Eff Date of Status Change:
Percent of Deduction:

Dollar Amount of Deduction:

* Federal Thrift Savings Record 1 *

Plan Code:
Coverage Code:

Eff Date of Action:
Ded Limit to 0ASDI:
Benefit Type:
Deduction Type:
Action Code:
Deductions Began:

Non Deferred Ded Factor:
Deferred Ded Factor:

Ded After DASDI Limit:

Non Deferred Ded YTD:
Deferred Deduction YTD:

TSP Base Pay YTD:

AGCY 1 Pctand/or Match YTD:

Figure 161. Thrift Savings Data

Field Instructions:

Enter Last Name

Type the full or partial last name to be displayed on the report.

Title I, Chapter 29
Reporting Center
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Employee Search (By SSNO)

The Employee Search (By SSNO) report (Figure 162) is displayed when you select Search
By Employee’s SSNO on the Workforce Reports menu (Figure 107). This report displays the
employee matching your search criteria. Each employee is displayed with ssn, full name,
organizational structure, POI, pay plan, occupational series, grade, and step. Data for this
report is obtained from the most recent information on the Payroll/Personnel database.

Note: This report contains detailed data.

Search By Employee's SSNO

Enter Social Security Nurmber: _

Figure 162. Employee Search (By SSNO) report

After running the Employee Search (By SSNO) report (Figure 162), the Employee Search
(By SSNO) report (for the applicable employee) (Figure 163) is displayed. You can select the
displayed employee to display various reports. These are the same reports available when
running the Employee Search (By Name) report (Figure 127). See Employee Search (By
Name) to view these reports.

Org POI PP-Ser-Gr/5t

Figure 163. Employee Search (By SSNO) report (for the applicable employee)

Field Instructions:

Enter Social Security
Number Type the ssn of the employee(s) to be displayed on the report.
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Employment By Disability Code

The Employment By Disability Code report (Figure 164) is displayed when you

select Employment By Disability Code on the Workforce Reports menu (Figure 107). This
report displays a list of employees by disability code within an organization. Data for this

report is obtained from the Personnel History database and is updated biweekly. The grade
indicator on the Personnel History database is used to determine an employee’s grade.

anizational Structure

tion [ t=]
vrent Tepe (PFT)

Figure 164. Employment By Disability Code report

After running the Employment By Disability Code report (Figure 164), the Employment By
Disability Code report (with criteria) (Figure 165) is displayed.

U. 5. Department Of Agriculture - Office Of The Chief Fin Ofc -
National Finance Center
Employment Distribution By Disability Gode

Calendar Year = 2004 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC (NEW
ORLEANS, LAY (4GB0} and Pay Plan = GS and RNO = White and Gender = Female and Occ
Ser = 0343- MANAGEMENT 2 PROGRAM ANALYSIS and Grade = 11 and Location (State) =
Louisiana and PATCO = Professional or administrative or Technical and Employment Type

= Permanent Full-Time and 4ge »= 20 Years Old and Length of Service == 5 years

By Disahility Code

Disability code Number of Employees
(01) DOES NOT WISH TO IDENTIFY DISABILITY STATUS
(05) NO DISABILITY 21
(84) DIABETES-UNDER CONTROL MO RESTRICTIONS (BEFORE 10/01/87)
(88) CANCER COMPLETE RECOVERY 1
Total 24

Total NATIONAL FINANCE CENTER Population: 1451 (which includes emplayees that have not designated a Race and Mational Srigin)

Figure 165. Employment By Disability Code report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

Location (State)

202

The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.



Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Supervisory Status

Education Level

Length Of Service

Title I, Chapter 29
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Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.
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Time Frame

Sort By:

204

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. The default for this field is Disability Code.
After making your selection, click [Done] or [Reset], as applicable.
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Employment Changes

The Employment Changes report (Figure 166) is displayed when you select Employment
Changes on the Workforce Reports menu (Figure 107). This report displays employment
data based on RNO and gender for two points in time (i.e., FY2003 and FY2004) by year.
This report also provides comparison of employment levels between the time periods. Data
for this report is obtained from the Personnel History database and is updated biweekly.

Organizational Structure

Figure 166. Employment Changes report

After running the Employment Changes report (Figure 166), the Employment Changes report
(with criteria) (Figure 167) is displayed.

U.s. Department Of Agriculture
Distribution By Org Category
Comparisan between Years Calendar Year 2003 and Calendar ¥Year 2002 and Personnel Office Identifier = 5317 - USDA - OCFO
ORLEAMNS, LAY (AGI0) and Pay Plan = G5 and Ccc Ser = 0343 - MANAGEMENT AND PROGRAM ANALYSIS and Supervisary Sta
Supervisory and Grade = 11 and Location (State) = Louisiana and PATCO = Professional or Administrative or Technical and Emplc
Permanent Full-Time and Age == 20 ¥ears Old and Education Level = Bachelors or Post-Bachelors and Length of Service ==

By Org
Asian
Black Hispanic Amer. /Pacific A‘::"si';:‘":a/ 5 white
Isl

org Date Total Women Minorities Men Women Men Women Men Women Men Women Men Wome

Off 0f The thief Fnancl Offcr zo00 16 11 9 2 5 . 2 . . . . 3
% 68.8 fa.2 12,5 31.2 .o 125 . . . . 188 2

2001 12 g2 2] 2 4 . . . . . . 2
k) 66.7 &0 16.7 33.3 . . . . . . 167 33
Change In % -33 3 =21l -6.2 o2 2.1 0 -12.5 u] a [u] 0o -2.1 e,

Total 2000 16 11 9 2 5 o 2 5 5 5 5 3
% 68.8 f6.2 12,5 31.2 o] dlEL 0 0 0 . 1s8.8 2

2001 12 =1 i} 2 4 . . . . . 2
% 66.7 50 16,7 33.3 0 o 0 0 0 of alEF  EEl
thange In % -33 3 -2.1 -6.2 4.2 2.1 0 -12.5 0 ul u] 0o -21 8.

Figure 167. Employment Changes report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the first year to be displayed on the report. You can
select the 4-digit numeric year. You can also select the applicable radio button to
designate between Calendar Year and Fiscal Year. This field defaults to the
current calendar year. Multiple or block selections are not allowed. After
making your selection, click [Done] or [Cancel], as applicable.
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Time Frame 2

Sort By:
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Click this field to indicate the second year to be displayed on the report. You
can select the 4-digit numeric year. You can also select the applicable radio
button to designate between Calendar Year and Fiscal Year. This field defaults
to the previous calendar year. Multiple or block selections are not allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. The default for this field is Sort By. After making
your selection, click [Done] or [Reset], as applicable.
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The Flex Fund report (Figure 168) is displayed when you select Flex Fund on the Workforce
Reports menu (Figure 107). This report contains data on employees’ contributions in Flexible
Spending Accounts (FSA). Data for this report is obtained from NFC’s T&A database and is
updated biweekly.

Note: This report contains detailed data.

ork By Plan

e Identifer
M Fad vepandant ct (FO) and OFM Fad FI

: Mot Separated o 1 this Pay Period

Figure 168. Flex Fund report

After running the Flex Fund report (Figure 168), the Flex Fund report (with

criteria) (Figure 169) is displayed. You can select an employee from the list and obtain more
detailed information on that employee. For more information on the data available on each
employee on the list, see Employee Search (By Name).

OPM FedFlex Payment Report By Plan Code
Sensitive Personnel Data -- Use is Restricted
“ear and Pay Period = 2002 - 26 and Pay Period covered by TA = 20032 - 26 and Fed Flex Plan = &PM Fed
Flex Dependent Care Acct (FD') and OPM Fed Flex Health Care Acck (FH) and Separation Accession Type =
Mot Separated or Accession this Pay Period

APPALACHIAN REGIONAL COMMISSION

(aP)
Plan .
SS5MO0 Nanne toda Dept AGCY POI Premium W /H
Plan Code FD Participants: 1] Total Plan Code FD Premiums: $0.00
FH AP =13 4018 $38.46
FH AP [=1-] 4016 $11.54
FH AP 1] 40L& $3s.4ﬁ
Plan Code FH Participants: 3 Plan Code FH Premiums: $88.46
# Total Plan Code FD and FH Participants: 3 Total Premiums: $88.46

* The Grand total of participants may not equal the individual count of employees with FD plans plus the
employees with FH plans, The inequality may result because some employees may padicpate in both

plans and will be counted in the grand total of participants only once,

Figure 169. Flex Fund report (with criteria)
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Flexfund Report

Organizational Structure

Personnel Office
Identifier

Fed Flex Plan

Pay Plan

Occupational Series

210

Click this field to select the type of flexfund report to be displayed. Valid values
are Fed Flex Payment Report By Agency and Fed Flex
Payment Report By Plan Code. This field defaults to Fed Flex
Payment Report By Plan Code. After making your selection,

click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the Personnel Office Identifier (POI) to be displayed
on the report. The 4-digit POI code and the name of the personnel office are
both displayed in this field. A selection(s) in the Organizational Structure field
generates data in this field. This field may also be used to indicate the
Submitting Office Number (SON). After making your selection, click [Done] or
[Cancel], as applicable.

Click this field to indicate the Flexible Spending Account that the employee is
enrolled in and contributing to. Valid values are OPM Fed Flex
Dependent Care Acct (FD) and OPM Fed Flex Health
Care Account (FH). This field defaults to both values. After making
your selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the retirement system to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. This field goes back 26 pay periods.
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Gender Profile

The Gender Profile report (Figure 170) is displayed when you select Gender Profile on the
Workforce Reports menu (Figure 107). This report counts organization employees by gender.
Data for this report is obtained from the Personnel History database and is updated biweekly.
The Sex Code on the Personnel History database is used to identify the employee’s gender.

‘gqanizational Structure

upation [

Age
Dizability Code
Face and Mational O

Tirme Frame

Sort By ganization
Feport az Chart or Graph

Figure 170. Gender Profile report

After running the Gender Profile report (Figure 171), the Gender Profile report (with
criteria) (Figure 171) is displayed.

Gender Profile
U.s. Department Of Agriculture

Calendar ¥ear = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC (NEW

ORELEAMS, LAY (AG90) and Pay Plan = G5 and RNO = White and Supervisary Status =

Mon-Supervisary and Occ Ser = 0343 - MANAGEMENT AMD PROGRAM AMNALYSIS and
Grade = 11 and Location {State) = Louisiana and PATCO = Professional or Administrative

or Technical and Employment Type = Permanent Full-Time and Education Level =
Bachelars and Age »= 20 Years Old and Length of Service == & years

By Org
Org Total %0 of Population Women (o) Men [Ci ]
Dff Of The Chief Fnancl Offcr g 100 4 66,7 @ 233.3
Total ] 100 4 G66.7 2 3332

Total U.5. DEPARTMENT OF AGRICULTURE Population: 1063735

Data as of 03/16/2003
Prepared By Tara Lalaon 3/18/2003 at 3:15 PM

Figure 171. Gender Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

214

default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate whether or not to include RCLF statistics. This field
defaults to No. Valid values are Yes and No. After making your selection,
click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. This field defaults to
Organization. Multiple or block selections are not allowed. After making
your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.



Title I, Chapter 29
Reporting Center

Grade Distribution

The Grade Distribution report (Figure 172) is displayed when you select Grade Distribution
on the Workforce Reports menu (Figure 107). This report displays a count by grade of
employees in an organization. Data for this report is obtained from the Personnel History
database and is updated weekly. The Grade indicator on the Personnel History database is
used to identify the employee’s grade.

Education Level
Lerngth of
Include Pe

Tirmme Frame

Figure 172. Grade Distribution report

After running the Grade Distribution report (Figure 172), the Grade Distribution report (with
criteria) (Figure 173) is displayed.

U.s. Department Of Agriculture
Distribution By PATCO and Grade Range
Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC (NEW ORLEA&NS, LA} (4G30) and Pay Plan
=G5 and Occ Ser = 0343 - MANAGEMENT AND PROGRAM ANALYSIS and Supervisory Status = Non-Supervisory and RNO =
White and Gender = Female and Grade = 11 and Location (State) = Louisiana or Maine and PATCO = Professional ar
Administrative or Technical or Clerical and Employment Type = Permanent Full-Time and Age >= 25 Years Old and Education
Level = Bachelors and Length of Service == 5 years

By PATCO
Asian Al Ind/
Black Hispanic Amer. /Pacific I'“E" n White Un-disclosed
sl Alaskan Nat
PATCO Grade Total Women Minorities Men Women Men Women Men Women Men Women Men Women Men Women
Administrative 01-04
%
05-08
09-12 &4 4 | | | . . . | | | . 4
% 100 . . . . . . . . . . 100
13-15 . , . .
%
oo
£
Subtotal 4 4 . . . . . . . . . . 4
% 100 o o o 0 0 0 o o o 0 100

Figure 173. Grade Distribution report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit

Identifier POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. This field defaults to
Organization. Multiple or block selections are not allowed. After making
your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Grades Across Minority And Gender

The Grades Across Minority and Gender report (Figure 174) is displayed when you

select Grades Across Minority And Gender on the Workforce Reports menu (Figure 107).
This report displays a count of employment by grade across RNO and gender. Data for this
report is obtained from the Personnel History database and is updated biweekly.

Organizational Structure

Pe
Pay Plan

Lo on [State]
Ermmployrment Tupe [(PFT]

Age

Education Level
Length o o)
Tirme Frame

tt By Grade

Figure 174. Grades Across Minority And Gender report

After running the Grades Across Minority And Gender report (Figure 174), the Grades
Across Minority And Gender report (with criteria) (Figure 175) is displayed.

U.s. Department Of Agriculture
Distribution By Grade
Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFD - NFC {MEY ORLEANS, L&) (AG90)
and Pay Plan = G5 and Occ Ser = 0343 - MANAGEMENT AND PROGRAM ANALYSIS and Grade = 11 and Location
(State) = Louisiana and PATCO = Professional or administrative or Technical and Employment Type = Permanent
Full-Time and Age == 20 Years Cld and Education Level = Bachelors

By Grade
. GEED Amer Ind/ ’ )
Black Hispanic Amer.l/sll)aclﬁt A white un-disclosed

Grade Total Women Minorities Men Women Men Women Men Women Men Women Men Women Men Women
11 16 11 10 3 7 . . . . . . 2 4

o 68,8 62,5 13,8 43.8 . . . . . . 128 25
Tatal 16 11 10 3 7| o o o o 0 o 2 +

o 58.8 52,5 18,8 43.8 . . . . . .o 128 25 .
Total U.5. DEPARTMENT OF AGRICULTURE Population: 1607 (which includes employees that have not designated = Race and National

Grigin)

Figure 175. Grades Across Minority And Gender report (wtih criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Disability Code
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The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also e used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

223



Title I, Chapter 29
Reporting Center

Time Frame

Sort By:

224

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. This field defaults to
Grade. Multiple or block selections are not allowed. After making your
selection, click [Done] or [Reset], as applicable.
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Grade Range

The Grade Range report (Figure 176) is displayed when you select Grade Range on the
Workforce Reports menu (Figure 107). This report displays a count of employees by grade
across RNO and gender. Data for this report is obtained from the Personnel History database
and is updated biweekly.

Organizational Structure

Personnel Office Identifer
Pay Plan

cupational

Lo on |

Ernployr

Age
Education Le
Length of
Tirme Frame
Sort By: PAT

Figure 176. Grade Range report

After the Grade Range report (Figure 176) is run, the Grade Range report (with
criteria) (Figure 177) is displayed.

U.s. Department Of Agriculture

Distribution By PATCO and Grade Range
Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC (NEW ORLEA&NS, LA} (4G30) and Pay Plan
=G5 and Occ Ser = 0343 - MANAGEMENT AND PROGRAM ANALYSIS and Supervisory Status = Non-Supervisory and RNO =

White and Gender = Female and Grade = 11 and Location (State) = Louisiana or Maine and PATCO = Professional ar
Administrative or Technical or Clerical and Employment Type = Permanent Full-Time and Age >= 25 Years Old and Education
Level = Bachelors and Length of Service == 5 years
By PATCO

a
. § Amer Ind/ . .
Black Hispanic Amer./sranﬁt Alaskan Nat White Un-disclosed
PATCO Grade Total Women Minorities Men Women Men Women Men Women Men Women Men Women Men Women
Administrative 01-04
%
05-08
% . . . . . . . . . . . .
09-12 &4 4 | | | . . . | | | . 4
% 100 . . . . . . . . . . 100
13-15
%
00
%
Subtotal 4 4 | | | . . . | | | . 4
% 100 . . . . . . . . . . 100

Figure 177. Grade Range report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.

Personnel Office
Identifier

Pay Plan

Occupational Series

Disability Code

Gender

226

The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid

Grade

Occupation (PATCO)

Supervisory Status

Location (State)

Employment Type (PFT)

Age

values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.
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Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. This field defaults to
PATCO. Multiple or block selections are not allowed. After making your
selection, click [Done] or [Reset], as applicable.
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Leave Balances

The Leave Balances report (Figure 178) is displayed when you select Leave Balances on the
Workforce Reports menu (Figure 107). This report displays a list of employees within an
organization and the leave balance for each employee. The length of the list depends on what
organizational level that you go down to. Data for this report is obtained from the
Payroll/Personnel database and is updated biweekly.

Note: This report contains detailed data.

onal Structure

e Identifer

an thiz Pay Period

Figure 178. Leave Balances report

After the Leave Balances report (Figure 178) is run, the Leave Balances report (with
criteria) (Figure 179) is displayed. Only twenty employee records are displayed at one time.
If more than twenty records meet the selection criteria, you will be able click the applicable
page number to find the applicable record. Each employee record contains the employee’s
name, ssn, current annual leave balance, current sick leave balance, current compensatory
leave balance, any leave without pay information pertaining that employee, the employee’s
annual leave category, any suspension leave information, the employee’s SCD date for leave,
the employee’s base salary, military leave information, and FLSA information. You can
select an employee within the list to obtain more information on the employee. For more
information on the data available on each employee on the list, see Employee Search (By
Name).
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Leave Balances
Sensitive Personnel Data -- Use is Restricted

Employing Office Code = 4016 - APP&L REG COMM-HRO RM 721 (WASHINGTOM, DC) (AP66) and Pay

Plan = G5 and Grade = 13
By Last Name

APPALACHIAN REGIONAL COMMISSION

(ap)

it | it
cL [LwoP| su Mil
Mame SEND AL Curr | SLCur | poy Ppoy v [ 2L| 5eD Leave |Base Salary v | 2 | Y [FLSn
Balanc el Rif [Ret Cat| Co Day| Hr
¥TD|YTD
38 16| 0 4/ 02/03/2003 | $63,293.00 E
208 16| o e 03/13/1077 | $69,419.00 E

2 records were selected

You are now viewing records 1 through 2

Figure 179. Leave Balances report (with criteria)

Field instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

230

The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection,

click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.
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Veteran Status
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the race/national origin (RNO) origin to be displayed
on the report. Valid values are Asian/Pacific Islander, Black,
Hispanic, American Indian/Alaskan Native, White, and
Other. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. If no sort options are selected, Last Name is used to sort
the data.
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Leave Liability

The Leave Liability report (Figure 180) is displayed when you select Leave Liability on the
Workforce Reports menu (Figure 107). This report contains leave data for the employees
within an organization. Both the number of hours and the dollar values of those hours are
listed on the report. A list of the employees is displayed when the report is run. You can
select an employee to display data about that individual employee. Data for this report is
taken from NFC’s Payroll/Personnel database and is updated biweekly.

Note: This report contains detailed data.

Organizational Structure

Figure 180. Leave Liability report

After running the Leave Liability report (Figure 180), the Leave Liability report (with
criteria) (Figure 181) is displayed.
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Annual Leave Liability
Sensitive Personnel Data -- Use is Restricted

APPALACHIAN REGIOMAL COMMISSION -

(apP)
Data as of 01/18/2004

SSNO AL Balance Liability
] $0.00
215 $14,729.57

2 records were selected

You are now viewing records 1 through 2

Totals for AP

Annual Leave

On Board

Leave Balance Liability

2 215.00 $14,729.57

Figure 181.

Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan
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Leave Liability report (with criteria)

Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.
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Disability Code

Gender

Race And National Origin

Education Level

Tenure Group

Uniform Service Status

Veteran Status
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Cancel], or
[Reset], as applicable.
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Length Of Service Profile

The Length of Service Profile report (Figure 182) is displayed when you select Length Of
Service on the Workforce Reports menu (Figure 107). This report displays a count of
organization employees across length of service categories. Data for this report was obtained
from the Personnel History database and is updated biweekly. Employees with no service
computation date (SCD) are not included in this count.

Organizational Structure

onnel Office Identifer

cupational
ade
upation [
Superdis

Location |

ability

Gendar

F.: and Mational Crigin
Education Lewvel

Include Percentas

Tirme Frame

Figure 182. Length Of Service Profile report

After running the Length Of Service Profile report (Figure 182), the Length Of Service
Profile report (with criteria) (Figure 183) is displayed.

Length of Service
U.s. Department Of Agriculture
Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC (MEW ORLEANS, LA) (AG90) and Pay Plan = GS anc
Female and Supervisary Status = Mon-Supervisory and Occ Ser = 0343 - MANAGEMENT AND PROGRAM AMALYSIS and Grade = 11
Louisiana and PATCO = Professional or Administrative or Technical and Employment Type = Permanent Full-Time and Education Level

vears Old
By Org
Org Total pop?l:‘:m undert 6Gthrul0 Llthrul5 16thru20 21thru25 26 tweu 30 31thru 35
Off Of The chief Fnancl Offcr 4 100 1 1 1 1
Total 4 100 1 1 1 1

Total U.S. DEPARTMENT OF AGRICULTURE Population: 106375

Note: * Employees that did not have a Retirement Date upon which to perform the length of service calculation were placed in the 'Other” years of service
category.

Figure 183. Length Of Servie Profile report (with criteira)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

243



Title I, Chapter 29
Reporting Center

Education Level

Include Percentages

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this field is No. Valid values are
Yes and No. Multiple or block selections are not allowed. After making your
selection, click [Done] or [Cancel], as appropriate.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. This field defaults to
Organization. Multiple or block selections are not allowed. After making
your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Life Insurance Listing

The Life Insurance Listing report (Figure 184) is displayed when you select Life Insurance
Listing on the Workforce Reports menu (Figure 107). This report contains detail data
concerning the employees in an organization and their life insurance elections. Data for this
report is obtained from the Payroll/Personnel database and is updated biweekly.

Note: This report contains detailed data.

\ thiz Pay Period

Figure 184. Life Insurance Listing report

After running the List Insurance Listing report (Figure 184), the Life Insurance Listing report
(with criteria) (Figure 185) is displayed.

Life Insurance Listing
Sensitive Personnel Data -- Use is Restricted
Employing Office Code = 4016 - APPAL REG COMM-HRO RM 721 (WASHINGTON, DC) (4P86) and Pay Plan = GS and Separation Accession
asccession this Pay Period
By Last Name

APPALACHIAN REGIONAL COMMISSION

(apP)
Plan Plan 2 Plan 2
org Name $END Plan Coverage Option Factor Plan Coverage Option Factor Plan Coverage Option Facto
APG60100000000000000
AP660100000000000000 01 n 0o 0o
APG60100000000000000 01 oo o000
AP660100000000000000 01 a0 0001
APG60100000000000000 01 an LE oo
AP660100000000000000
APG60100000000000000 01 z1 o000 0003 o001
AP660100000000000000 01 ] 0002

8 records were selectad
You are now viewing records 1 through 8

Figure 185. Life Insurance Listing report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit

Identifier POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Life Ins. Plan Display Click this field to indicate the numeric type of plan to be displayed on the
report. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Life Ins. Plan Click this field to indicate the type of insurance to be displayed on the report.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Life Ins. Coverage Click this field to indicate the coverage code for the insurance in the Life Ins.

Plan field. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Life Ins. Option Click this field to indicate the option code for the insurance in the Life Ins. Plan
field. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Life Ins. Plan 2 Click this field to indicate the second type of insurance to be displayed on the
report. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Life Ins. Coverage 2 Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan 2 field. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Life Ins. Option 2 Click this field to indicate the option code for the insurance in the Life Ins.
Plan 2 field. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.
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Click this field to indicate the third type of insurance to be displayed on the
report. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan 3 field. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the option code for the insurance in the Life Ins.
Plan 3 field. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the fourth type of insurance to be displayed on the
report. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan 4 field. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

247



Title I, Chapter 29
Reporting Center

Supervisory Status

Location (Duty State)

Location (Duty City)

Location (Duty County)

Employment Type (PFT)

Age

Disability Code
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.
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Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Manpower Analysis

The Manpower Analysis report (Figure 186) is displayed when you select Manpower
Analysis on the Workforce Reports menu (Figure 107). This report displays a list of all
employees in an organization. The lists are arranged in columns by employee name, date of
birth, ssn, grade and step, pay plan, series, salary, pay basis, position designation number,
SCD date, tour or duty, whether the employee is a permanent or temporary employee,
veteran’s preference, pay rate determinant code, and compensatory and exceptional service.
Totals for an organization are displayed after the last page of the report. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly. All employees are
available for data for this report.

Note: This report contains detailed data.

Type: Mot Separated or on this Pay Period

Plan, Grade, Step

Figure 186. Manpower Analysis report

After running the Manpower Analysis report (Figure 186), the Manpower Analysis report
(with criteria) (Figure 187) is displayed.
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SSND

Organizational Structure and Manpower Analysis
Pay Plan = GS and Occ Ser = 1801 - GEN. INSPECTION,INVESTIGATION & COMP. and Separation Accession Type = Not Separated or A

this Pay Period
By Pay Plan, Grade, Step
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Figure 187.

Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series
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Manpower Analysis report (with criteria)

Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.
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Disability Code

Gender

Race And National Origin

Education Level

Tenure Group

Uniform Service Status

Veteran Status
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. If no sort options are selected, organizational levels are
used as the sort options. The default for this field is Pay Plan, Grade,
Step. After making your selection, click [Done], [Reset], or [Cancel], as
applicable.
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Minority Profile

The Minority Profile report (Figure 188) is displayed when you select Minority Profile on the
Workforce Reports menu (Figure 107). This report displays a count across RNO of
employees in an organization. Data for this report is obtained from the Personnel History
database and is updated biweekly.

COrganizational Structure

-
Pay Plan
cupational ¢

Ernplavrnen

Age

C bility

Education Level

Length of Service

Sort by gender inside of RMNO ol; ication?:
Tirme Frame

Sort By: Organization

Feport as Chart or Sraph

Figure 188. Minority Profile report

After running the Minority Profile report (Figure 188), the Minority Profile report (with
criteria) (Figure 189) is displayed.

U.s. Department Of Agriculture
Minority Profile By Org
Calendar ¥ear = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC (NEW ORLEANS, LA) (4G90) and P:
and Supervisory Status = Non-Supervisory and Occ Ser = 0343 - MANAGEMENT aND PROGRAM ANALYSIS and Grade
Location (State) = Louisiana and PATCO = Professional or Administrative and Employment Type = Permanent Full-
Education Level = Bachelors and Age == 20 Years Old and Length of Service == 5 years

By Org

Black Hispanic nme':.s,i?:ciﬁc A"};‘;i';:"‘ﬁ : o White
Org Total Women Minorities Men Women Men Women Men Women Men Women HMen Women
Off Of The Chief Fnancl Offcr 16 11 10 k] 7 . . . . . . 2 4
o 68.8 62,5 188 43.8 . . . . . . 125 25
Total 16 il 10 3 7 . . . . . . 2 4
i 68.8 62,5 188 43.8 . . . . . . 12,5 25

Total U.5. DEPARTMENT OF AGRICULTURE Population: 106375 (which indudes ermployses that haue not designated s Race and National

Origin)

Figure 189. Minority Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate whether or not to sort across gender within each
RNO classification. Valid values are Yes and No. This field defaults to Yes.
After making your selection, click [Done] or [Cancel], as applicable.
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Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run to the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Occupation (PATCO) Profile

The Occupation (PATCO) Profile report (Figure 190) is displayed when you

select Occupation (PATCO) Profile on the Workforce Reports menu (Figure 107). This report
displays a count of the employees in an organization grouped across their PATCO
(professional, administrative, technical, clerical, other) categories. Data for this report is
obtained from the Personnel History database and is updated biweekly.

Organizational Structure

Fersonnel Office Identifer
Plan
upational Seri

Locatic 1
Ermplovrment Teype (PFT]

Face and Mational Crigin
Education Level
Length of
Include Percentag
Tirmne Frarmne
+ By ganization
. Zhart ar Graph

Figure 190. Occupation (PATCO) Profile report

After running the Occupation (PATCO) Profile report (Figure 190), the Occupation (PATCO)
Profile report (with criteria) (Figure 191) is displayed.

Occupation (PATCQ)

U.s. Department Of Agriculture

Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - MFC {MEW ORLEANS,
Lay (A3590) and Pay Plan = G5 and RNO = White and Gender = Female and Supervisory Status = Non-
Supervisory and Occ Ser = 0343 - MANAGEMENT AMD PROGRAM AMALYSIS and Grade = 11 and

Location (State) = Louisiana and Employment Type = Permanent Full-Time and Education Level =

Bachelors and &ge == 20 Years Old

By Org

Org Total Prof Admin Tech Cler Other Supv BC LDRBC NonSupw BC

of
Population
Off Of The Chief Fnancl Offcr 4 100 ) 4
Total 4 100 ! 4

Total U.5. DEPARTMENT OF AGRICULTURE Population: 106375

Figure 191. Occupation (PATCO) Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Supervisory Status
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The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.
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Include Percentages?

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate whether or not to include a percentage column for
each data column. Valid values are Yes and No. The default for this field is
No. Multiple or block selections are not allowed. After making your selection,
click[Done] [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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» Occupational Series Listing

The Occupational Series Listing report (Figure 192) is displayed when you

select Occupational Series Listing on the Workforce Reports menu (Figure 107). This report
contains information on employees in certain occupational listings. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly.

separated or Acceszion this Pay Period

Ty
=
R

Sork Ord

Figure 192. Occupational Series Listing report

After running the Occupational Series Listing report (Figure 192), the Occupational Series
Listing report (with criteria) (Figure 193) is displayed.
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Occupational Series Listing
Sensitive Personnel Data -- Use is Restricted
Employing Office Code = 5317 - USDA - OCFO - NFC (NEY ORLEANS, L&) (AG90) and Pay Plan = GS and Occ St
PROGRAM ANALYSIS and Grade = 12 and Separation Accession Type = Not Separated or Accession this Pay Perioc
LOUISIANA and Location (Duty City) = LOUISIANA - NEW ORLEANS and Location (Duty county) = LOUISIAMA - OR
Bachelors
By Last Name

U. 5. DEPARTMENT OF AGRICULTURE
Office Of The Chief Fin Ofc
National Finance Center

(AG9070)

pa Years
Name pla‘; Series Grade Agency Age of  Education Level Duty |
Service

G5 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 54 31 (13) BACHELORS NEW ORL
G5 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 53 32 (13) BACHELORS NEW ORL
GS 0343 12 00 - OFFICE OF THE CHIEF FIN OFC 42 15 (13) BACHELORS NEW ORL
GS 0343 12 90 - OFFICE OF THE CHIEF FINOFC 51 26 (13) BACHELORS NEW ORL
GS 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 3% 11 (12) BACHELORS NEW ORL
G5 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 35 10 (13) BACHELORS NEW ORL
G5 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 48 16 (13) BACHELORS NEW ORL
G5 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 43 17 (13) BACHELORS NEW ORIL
GS 0343 12 00 - OFFICE OF THE CHIEF FIN OFC 62 19 (13) BACHELORS NEW ORL
GS 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 47 17 (13) BACHELORS NEW ORL
GS 0343 12 90 - OFFICE OF THE CHIEF FINOFC 51 32 (12) BACHELORS NEW ORL
G5 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 46 23 (13) BACHELORS NEW ORL
G5 0343 12 90 - OFFICE OF THE CHIEF FIN OFC 47 10 (13) BACHELORS NEW ORL

Figure 193. Occupational Series Listing report (with criteria)

Field Instructions:

Report Type Click this field to indicate what type of report you wish to display on the report.
Valid values are Detail Listing (Includes Name And
SSNO),Detail Listing (Without Name And SSNO), and
Salary And Benefits Summary. After making your selection,
click [Done] or [Reset] as applicable.

Organizational Structure Click this field to indicate the organization to be displayed on the report. After
making your selection, click [Done], [Cancel], or [Next], as applicable. If you
click [Next], additional organizational information is displayed. You can
continue to make selections and click [Next] to further customize your selection.
There are nine organizational levels available when clicking [Next]. Multiple or
block selections are not allowed when you click [Next]. If you wish to return to
the previous level, click [Previous].

Personnel Office Identier Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field.
After making your selection, click [Done] or [Cancel] as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.
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Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals, Not Equal To, Less Than Or Equal To, Less
Than, Greater Than Or Equal To, and Greater Than.

The second down arrow is used to indicate the month. Valid values are 01
through 12.

The third down arrow is used to indicate the day. Valid values are 01
through 31.

The fourth down arrow is used to indicate the year.

Valid values are 1945 through 2 004 .Multiple or block selections are not
allowed. After making your selection, click [Done] or [Cancel] as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Retirement System

Sort Order:
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Click this field to indicate the retirement system to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate how you want the report sorted. There are up to six
levels of sort options for this field. Multiple or block selections are not allowed.
This field defaults to Last Name. After making your selection, click [Done]
or[Reset] , as applicable.«
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Official Time For Union Business

The Official Time For Union Business report (Figure 194) is displayed when you select
Official Time For Union Business on the Workforce Reports menu (Figure 107). This report
displays information regarding canceled payments that have been returned to NFC and
require agency action. Data for this report is obtained from DOTS and is updated daily.

Drganizational Structure
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Figure 194. Official Time For Union Business report

After running the Official Time For Union Business report (Figure 194), the Official Time
For Union Business report (with criteria) (Figure 195) is displayed.

Official Time for Union Business
Accumulated for Pay Period{s) 2007 - 01
Sensitive Personnel Data -- Use is Restricted
U. 5. DEPARTMENT OF AGRICULTURE
Dffice Of The Chief Fin Ofc

National Finance Center

(AGIOTFO)

Pay Transaction Codes Accumulated

Name Org Plan Grade 325 36 37 38 Hours
Q0-F0-20-0050-10200000 G5 a7 0,00 0,00 F.25 0.00 7.25
S0-70-40-0070-15100000 G5 o7 0,00 0,00 200 0.00 2.00
Q0-70-40-0070-20100000 &GS a7 0.00 0.00 4,00 0.00 4,00
S0-70-40-0070-20100000 &GS a7 0,00 0,00 4,00 0.00 4,00
Q0-70-40-0080-23000000  G% a7 0,00 0,00 700 0,00 F.00
S0-70-40-0080-25100000 G5 o7 0,00 0,0052.00 0.00 S2.00
Q0-70-40-0090-10150000 G5 a7 0,00 0.,002%.50 0.00 29,30
Total Hours By Transaction Code 35 0.00
36 0.00
37 111.75
38 0.00
Grand Total of Hours Reported 111.75

Figure 195. Official Time For Union Business report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. After

Personnel Office
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Pay Plan

Occupational Series

Grade

Location (Duty State)

Location (Duty City)
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making your selection, click [Done], [Cancel], or [Next], as applicable. If you
click [Next], additional organizational information is displayed. You can
continue to make selections and click [Next] to further customize your selection.
There are nine organizational levels available when clicking [Next]. Multiple or
block selections are not allowed when you click [Next]. If you wish to return to
the previous level, click [Previous].

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field.
After making your selection, click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.
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Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate whether or not you want only a summary report.
Valid values are Yes and No. This field defaults to No.

Click this field to indicate how you want the report sorted. There are up to six
levels of sort options for this field. After making your selection, click [Done],
[Reset], or [Cancel] as applicable. This field defaults to Org Code Last
Name.
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Organization Profile

The Organization Profile report (Figure 196) is displayed when you select Organization
Profile on the Workforce Reports menu (Figure 107). This report displays a count of all
employees in an organization across employment type. Data for this report is obtained from
the Personnel History database and is is updated biweekly.

ganizational Structure
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Figure 196. Organization Profile report

After running the Organization Profile report (Figure 196), the Organization Profile report
(with criteria) (Figure 197) are displayed.

Organizational Profile
U.s. Department Of Agriculture
Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFOD - NFC (NEW
CORELEAMS, LAY {AG90) and Pay Plan = G5 and RMO = White and Gender = Female and
Supervisory Status = Non-Supervisory and Occ Ser = 0343 - MANAGEMENT AMD
PROGRAM ANALYSIS and Grade = 11 and Location {State) = Louisiana and PATCO =
Professional or Administrative and Employment Type = Permanent Full-Time and
Education Level = Bachelors and Age == 20 Years Old and Length of Service == & years

By Org
Org (el Dopz?aohfon ':illl-'ll!lll:_' (30) :1::::3- @Y |Oier| @)
Off Of The Chief Fnancl Offcr 4 100 ) 100
Total 4 100 4 100

Total .5, DEPARTMENT OF AGRICULTURE Population: 106375

Figure 197. Organization Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.



Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Title I, Chapter 29
Reporting Center

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Graph
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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» Overdue Performance Appraisals

The Overdue Performance Appraisals report (Figure 198) is displayed when you

select Overdue Performance Appraisals on the Workforce Reports menu (Figure 107). This
report contains a list of employees (within a certain occupational series) with overdue
performance appraisals. This report excludes employees in pay plans ES and GM and tenure
group 0. Data for this report is obtained from the Payroll/Personnel database and is updated
biweekly.

Organizational Structure

:zion this Pay Pariod
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Figure 198. Overdue Performance Appraisals report

After running the Overdue Performance Appraisals report (Figure 198), the Overdue
Performance Appraisals report (with criteria) (Figure 199) is displayed.
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Overdue Performance Appraisals for Non-Merit Pay Employees

(CULPO127)

Sensitive Personnel Data -- Use is Restricted

U. 5. DEPARTMENT OF AGRICULTURE
office Of The Chief Fin Dfc
Mational Finance Center

(AGO070)

55N Name Ii:laatl S‘::i:s Grade /Step Per;.;r‘;rl;;nce A::Ii:;ef':::-y

ate

GS 0343 11/6 H3 09/20/2003
GS 0343 11/5 H3 09/30/2005
G5 0343 13/8 H4 09/20/1999
G5 0343 11/2 H3 09/30/2003
GS 0343 12/2 H3 09/20/2004
G5 0343 13/4 H3 09/20/2005
GS | 0343 771 H4 09/30,/200%

Figure 199. Overdue Performance Appraisals report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.
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Veteran Status
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select a specific birth month(s). After making your selection,
click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.



SCD Date (Leave)

Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System

Title I, Chapter 29
Reporting Center

Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals, Not Equal To, Less Than Or Equal To, Less
Than, Greater Than Or Equal To, and Greater Than.

The second down arrow is used to indicate the month. Valid values are 01
through 12.

The third down arrow is used to indicate the day. Valid values are 01
through 31.

The fourth down arrow is used to indicate the year. Valid values are 1945
through 2004 .Multiple or block selections are not allowed.

After making your selection, click [Done] or [Cancel] as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Sort Order: Click this field to indicate how you want the report sorted. There are up to six
levels of sort options for this field. Multiple or block selections are not allowed.

This field defaults to Last Name. After making your selection, click [Done]
or [Reset], as applicable.
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The PACS 4511 Carrier Tran. And Sum. report (Figure 200) is displayed when you
select PACS 4511 Carrier Tran. And Sum on the Workforce Reports menu (Figure 107). This
report contains the number of enrollees for Health Benefit Plan Codes 85, 86, 87, 88, and 89.

Data for this report is updated biweekly.

arganizational Structure

Zarri

“fear and Pay Period

Figure 200. PACS 4511 Carrier Tran. And Sum. report

After running the PACS 4511 Carrier Tran. And Sum. report (Figure 200), the PACS 4511

Carrier Tran. And Sum. report (with criteria) (Figure 201), is displayed.

Smithsonian Institution

Carriers Transmittal and Summary Report

For Pay Period 14/2007 Start Date 07/08/07 End Date 07/21/07
Sensitive Personnel Data -- Use is Restricted

Carrier Code /Name: S9/KAISER PERMANEMTE

ATTH:
Carrier Address:

Report Number ;: 07-14

DescHption " Salf ” Family " Total

ENROLLEES FROM LAST REPORT 1 1 2
ADD

NEW ENROLLEES 1 i 1

CHANGE IN CODE i i i

TRANSFER IN i i i

OTHER o o o
DEDUCT

CANCELLATIONS i i i

CHANGE IN CODE i i i

TERMINATIONS i o o

TRANSFER OUT (OTHER AGENCY) i i i

TRANSFER. OUT (RETIRE-DEATH) i i i
[ToTAL ENROLLEES [ 0 I 1

Figure 201. PACS 4511 Carrier Trans. And Sum. report

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many

Carrier

levels you are able to access.

Click this field to select the applicable health benefits carrier to be displayed on
the report. After making your selection, click [Done], [Cancel], or [Reset], as

applicable.
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Year And Pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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PACS 4512 Carrier Tran. And Sum.

The PACS Carrier Tran. And Sum. report (Figure 202) is displayed when you select PACS
4512 Carrier Tran. And Sum. on the Workforce Reports menu (Figure 107). This report
contains information on the number of enrollees for Health Benefits Plan Codes 85, 86, 87,
88, and 89. Data for this report is updated biweekly.

Organizational Structure

Carrier

ear and Pay Period

Figure 202. PACS 4512 Trans. And Sum. report

After running the PACS 4512 Trans. And Sum. report (Figure 202), the PACS 4512 Trans.
And Sum. report (with criteria) (Figure 203) is displayed.

Smithsonian Institution
Carriers Transmittal Report
For Pay Period 14/2007 Start Date 07/08/07 End Date 07/21/07
Sensitive Personnel Data -- Use is Restricted

CARRIER CODE/MNAME: 60/ GRP HOSPITALIZATION MED SRWCS INGC

Cf 0O CAREFIRST BLUE CHOICE
CARRIER ADDRESS:
WASHIMGTON , DS 20065-0000

EFFECTIVE [ENROLLMENT
‘ ACTION ” DESCRIPTION H NAME H SSNO H DATE H CODE ‘
ADD MEW ENROLLEES BERUBE, CHRISTIMA M 227-11-0921 07/08/07 &02
TOTAL FOR DESCRIPTIOMN: i
DEDUCT TERMINATIONS PITTMAM, ELISA G 2E3-87-4725 07/24/05 &0l
TOTAL FOR DESCRIPTION: 1
Figure 203.

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Carrier

default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to select the applicable health benefits carrier to be displayed on
the report. After making your selection, click [Done], [Cancel], or [Reset], as
applicable. Click this field to indicate the 4-digit year and 2-digit pay period for
the T&A displayed on the report. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.
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Year And Pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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PACS 4513 Health Benefits

The PACS 4513 Health Benefits report (Figure 204) is displayed when you select PACS 4513
Health Benefits on the Workforce Reports menu (Figure 107). This report contains
information about contributions and deductions for Health Benefits Pay Plans 85, 86, 87, 88,
and 89. Data for this report is updated biweekly.

Organizational Structure

Figure 204. PACS 4513 Health Benefits report

After running the PACS 4513 Health Benefits report (Figure 204), the PACS 4513 Health
Benefits report (with criteria) (Figure 205) is displayed.

Smithsonian Institution

Health Benefits Report
Deductions and Contributions For Pay Period 12/2007

DEFERRED NON-DEFERRED CONTRIBUTION TOTAL
TOTAL TOTAL TOTAL ENMROLLEES

88/SMITHSONIAN INSTITUTION | §$6.632.53 $32.02 $19,992.19 1,132

CARRIER H

Figure 205.

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Carrier Click this field to select the applicable health benefits carrier to be displayed on
the report. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.

Year And Pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T& A

displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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PACS 4514 Carrier Tran. Detail

The PACS 4514 Carrier Tran. Detail report (Figure 206) is displayed when you select PACS
4514 Carrier Tran. Dental on the Workforce Reports menu (Figure 107). This report contains
information on enrollees (additions and deductions) for Health Benefits Plan Codes 85, 86,
87, 88, and 89. Data for this report is updated biweekly.

Organizational Structure

Carri

“‘ear and Pay Period

Figure 206. PACS 4514 Carrier Tran. Detail report

After running the PACS 4514 Carrier Tran. Detail report (Figure 206), the PACS 4514
Carrier Tran. Detail report (with criteria) (Figure 207) is displayed.

Smithsonian Institution
Detail in Support of
Carriers Transmittal Report
For Pay Period 10/2007 Start Date 05/13/07 End Date 05/26/07
Sensitive Personnel Data -- Use is Restricted

CARRIER CODE/NAME: 24/HARVARD PILGRIM HEALTH PLAM

SMITHSOMIAN INSTITUTICON
CARRIER ADDRESS: P O BOX 3600-62
BOSTOM , MA 02241-0062

SSND " EMPLOYEE NAME " DoEFERRED " NON DEFERRED || CONTRIBUTIONS
011-72-7089 |ACCOMAZZI, ALBERTO 165.89 .00 426,56
024-32-8947 | ADLER, NANCY M 55.06 .00 16518
553-66-9619 |AGUILAR, DAVID A 165.89 .00 426,56
545-39-0243 | ALBINSON, AN 55.06 .00 16518
018-60-3438 | ALLARDI, STEVEN 165.89 .00 426,56
045-56-4124 | AMBROSE, MICHAEL 1 165.89 .00 426,56
033-50-8830 | ARGON, ALICE L .00 55.06 16518
020-56-7309 | ARSENAULT, EDWARD 55.06 .00 16518
524-31-0462 | ASHBY, MATTHEW L 165.89 .00 426,56
028-76-8845 |ASSER, ANIL K 165.89 .00 426,56
015-60-0632 | ATKINS, NIGEL 165.89 .00 426,56
145-42-8095 | BABCOCK, ROBERT W 165.89 .00 426,56
164-46-1863 | BEIKMAN, STEPHEN J 165.89 .00 426,56
San-21-£212 RFWMI1AMTH SR AT H 1A5 29 nn aA7E SE

Figure 207. PACS 4514 Carrier Tran. Detail report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Carrier

default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to select the applicable health benefits carrier to be displayed on
the report. After making your selection, click [Done], [Cancel], or [Reset], as
applicable.
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Year And Pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable. 4
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Pay Plan And Grade Distribution

The Pay Plan and Grade Distribution report (Figure 208) is displayed when you select Pay
Plan And Grade Distribution on the Workforce Reports menu (Figure 107). This report
displays a count of employees in an organization across RNO and gender by grade with the
option of selecting an additional sort category. Data for this report is obtained from the
Personnel History database and is updated biweekly.

ganizational Structure

Ermmployrment
Age

Education Lewvel

Length o

Tirme Frame
tt By: Pay Plan

Figure 208. Pay Plan And Grade Distribution report

After running the Pay Plan And Grade Distribution report (Figure 208), the Pay Plan And
Grade Distribution report (Figure 209) is displayed.

U.s. Department Of Agriculture
Distribution By Pay Plan and Grade Category
Calendar ¥ear = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC {MEW ORLEAMS, L&) (AGRO} and Pay
Plan = G5 and RNO = White and Gender = Female and Supervisory Status = Non-Supervisory and Occ Ser = 0343 -
MANAGEMENT &MND PROGRAM AMNALYSIS and Location {State) = Louisiana and PATCO = Professional or Administrative or
Technical and Employment Type = Permanent Employees and Age == 20 Years Old and Length of Service »= 5 years

By Pay Plan
- Aeiany Amer Ind/ i .
Black Hispanic Amer.I/sraclf‘ic Alaskan Nat White Un-disclosed

Pay Plan Grade Total Women Minoriies Men Women Men Women Men Women Men Women Men Women Men Women
GS 09 7 7 . . . . . . . . . . 7
% 100 . . . . . . . . . . 100
11 20 20 . . . . . . . . . . 20
£ 100 . . . . . . . . . . 100
1z 28 28 . . . . . . . . . . 28
£ 100 . . . . . . . . . . 100
13 5 5 . . . . . . . . . . 5
£ 100 . . . . . . . . . . 100
13 1 1 . . . . . . . . . . 1
% 100 . . . . . . . . . . 100
Subtotal 61 61 . . . . . . . . . . 61
% 100 a a o o o o o o o o 100
Total 61 61 . . . . . . . . . . 61
9% 100 0 0 o o o o o o o o 100

Total U.S. DEPARTMENT OF AGRICULTURE Population: 106375 (which includes employess that have not designated 2 Race and National Origin)

Figure 209. Pay Plan And Grade Distribution report (with critieria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Disability Code

Gender

294

default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid

Occupation (PATCO)

Supervisory Status

Location (State)

Employment Type (PFT)

Age

Education Level

values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Length Of Service

Time Frame

Sort By:
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Pay Plan. After making
your selection, click [Done] or [Reset], as applicable.
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Payroll Listing For W-2 Research

The Payroll Listing For W-2 Research (Figure 210) is displayed when you select Payroll
Listing For W-2 Research on the Workforce Reports menu (Figure 107). This report displays

Ernp

curity Murmber:

Figure 210. Payroll Listing For W-2 Research report

After the Employee Social Security Number field is completed on the Payroll Listing For
W-2 Research report (Figure 210), the Payroll Pay Period field must be completed.

Ernploy vcial Security Murnber: 439113004

Payrall Pay Period:

Figure 211. Payroll Listing For W-2 Research report (after completing the Employee Social
Security Number field)

After completing the fields, the Payroll Listing For W-2 Research (with
criteria) (Figure 212) is displayed.

X . —
;&‘;I;L‘)J‘.‘:llly Center, Earnings and Deductions Staternent =
Fun the report
EARNINGS AND DEDUCTIONS STATEMENT
SENSITIVE PERSONNEL DATA - USE IS RESTRICTED
SSNO NAME AGY DEPT POI GR STEP SAL TYPE EMP
90 AG 5317 1z 04 62,519.00 1
PP DO-PASS-AD] SCH# BLK-BCH
24-2006 3-0-41 TBAZ41 55249268007

TC-CODE [DESCRIPTION HOURS|[YTD HOURS[P/P AMOUNT|¥TD AMOUNT
01 00 REGULAR TIME 36.25 1542 1,190.09 49,039.00|
21 00 OWERTIME - PREMIUM RATE 8 0.00 272,09
44 00 CASH AWARD 0.00 1,000.00f
51 00 AMMUAL LEAVE 36 217.5 1,181.87 5;932.23_'
62 00 SICK LEAVE 7.5 153.25 246,23 4,882.95]
G4 00 COMPENSATORY LEAVE 0.25 7.75 8.21] 247.01]
64 T8 COMPENSATORY TRAVEL 24.5 0,00 780,08
66 00 OTHER LEAWE a5 0.00| 3,010.72
E6 &1 [TIME OFF AWARDS 40 0.00| 1,273.60
ok ke Ak paY PERIOD HOURS 2 GROSS PAY #tkd 20 2,626.40 ﬁ,,437.ﬁ§|
75 02 RETIREMENT 21.01] 529.37)
75 15 [TSP-FERS 262,64 5;615.55:'
76 00 SOCIAL SECURITY [QASDI) 154.43] 3,964.74]
77 00 FEDERAL TAX EXEMPTS 501 371.89 9;513.74.
78 00 5T TAX LA EXEMPTS S00 53.8% 2,113.32'
5100 FEGLI- COVERASE $71,000 10,67 268.80)
22 00 |OPT FEGLI-AGE BRACKET 1 4.71] 119.2;]
33 00 |FEHBA - ENR.OLL CODE 105 135.59) 3,490.28]
2400 BAVINGS BONDS 50.00 1,300.00)
35 00 |CHARITABLE CONTRIBUTNS 10.0 10.00
35 00 [SAVINGS ACCT RAL30210 55.0 1,200.00)
57 00 |MEDICARE TAX WITHHELD 36,12 27,27
I TOTAL DEDUCTIONS 1,205.8 30,523.37)
[ e NET PAY 1,420.5 36,914.31
#* %% DO/EFT ROUTING NO. 065400137

Figure 212. Payroll Listing For W-2 Research report (with criteria)

Field Instructions:

Enter Social Security
Number

Payroll Pay Period

Click this field to type the employee’s ssn. After typing, click [Done].

Click this field to select the applicable pay period.

297



Title I, Chapter 29
Reporting Center

298



Title I, Chapter 29
Reporting Center

»Position Organization Listing (POL)

The Position Organization Listing (POL) report (Figure 213) is displayed when you

select Position Organization Listing (POL) on the Workforce Reports menu (Figure 107).This
report displays a status of all positions within an organization. Data for this report is obtained
from NFC’s Payroll/Personnel and Position Management databases and is updated biweekly.

Organizational Structure

Personnel Office Identifier

= Required
¢ Include %

nal Marme calumn £

d. F-:l'.-.' F'Ian_. '-:lr-:ll:||:_

Figure 213. Position Organization Listing (POL) report

After running the Position Organization Listing (POL) report (Figure 213), the Position
Organization Listing (POL) report (with criteria) (Figure 214) is displayed.

Position Organizational Listing Summary as of Pay Period 17 - 2007

Sensitive Personnel Data -- Use is Restricted
Fay Plan= %5 and Oce Ser = 03432- MANAGEMENT & PROGRAM ANALYSIS and Grade = 12 and Location (Duty State) = Louisiana

U. 5. DEPARTMENT OF AGRICULTURE (AG)
OFFICE OF THE CHIEF FIN OFC (90)
MATIONAL FINANCE CENTER (70)

| Org | |Tota| Positions |Fi||ed Positions |\facant Positions
[#.2807007 [ADMINISTRATIVE MANAGEMENT STAFF [ 2 [ B [ 0
[#e807030 [CONTROLLER OFERATIONS DIVISION (LOCATED IN NOLS) | 17 [ 16 [ 1
[45807040 [6 OVERNMENT EMPLOEES SERVICES DIVISION [ 38 [ 39 [ 4
[ Total [ 63 [ 58 [ 5

*#* |f wour request has returned more than 1,500 records, you must refine your report selection criteria or drill dovwn into one of the
organizational levels on the summary report to retrieve the desired information.

Figure 214. Position Organization Listing (POL) report

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.
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Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Financial Disclosure
Required

Vacant/Filled/Action

Location (State)

300

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not a financial disclosure is required for
this report. Valid values are (0) Not Required, (3) SF-78
Required, (4) SF-450 Required, (5)MSPB-849 Required
(MSPB And 0SC), (6)GPO-U.S. 069233 (LOC), and
(7)SI-1085 (SM Only). After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this indicate on the report whether or not this position is vacant or filled.
Valid values are Include Vacant Positions (Default),
Action Required Only,Filled Positions Only), and
Vacant Positions Only. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.



Supervisory Status

Supress Additional
Name Column For
Printing

Sort Order.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate whether or not to suppress an additional name
column for printing purposes. Valid values are Yes and No. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable.«

301



Title I, Chapter 29
Reporting Center

302



Title I, Chapter 29
Reporting Center

Reduction In Force (RIF) Report

The Reduction In Force (RIF) report (Figure 215) is displayed when you select Reduction In
Force (RIF) on the Workforce Reports menu (Figure 107). This report displays a list of
employees on the RIF register. Data for this report is obtained from the PMSO database and
is updated biweekly. You can select an employee from the list and obtain more information
on each employee.

Note: This report contains detailed data.
Organizational Structure

Personnel Office Identifer
ornpetitive Level

Grade
Superviz

Location (O

Lacatian /

Figure 215. Reduction In Force (RIF) report

After running the Reduction In Force (RIF) report, the Reduction In Force (RIF) report (with
criteria) (Figure 216) is displayed.

Reduction In Force Register
Sensitive Personnel Data -- Use is Restricted
Employing Office Code = 4016 - APPAL REG COMM-HRO RM 721 (WASHINGTOM, DC) (APG6) and Pay Plan = EX and Separation
Accession Type = Not Separated or Accession this Pay Period
By Retention Group Adjusted SCD for RIF

APPALACHIAN REGIONAL COMMISSION

(AR)
i Pay Plan - N MR
HyName Adjusted SCD for RIF  Series - Competitive Level PoI s
Grade /Step
SSND SCD for RIF Official Title Orgz-8 Duty Station IP No.
Retention Group Ratings A:Z'I?j':d Total Perf Credit Tenure - Veteran Preference Rif Code
02/03/0203 EX-0301-3/0 0000 (4016) APPAL REG COMM-HRO RM 721 (WASHINGTON, DC) 0109
02/0%2003 01-00-0000-00-00-00-00 (0010) Washingtan - (11) DC 0z
B %-2000, -2000, -2000 ,, 0-3
06/10,/0610 EX-0301-5/0 0000 (4016) APPAL REG COMM-HRO RM 721 (WASHINGTON, DC) 0133
061071985 01-00-0000-00-00-00-00  (0010) Washingtan - (11) DG 0z
B X-2000, -2000, -2000 , , 0-3

Figure 216. Reduction In Force (RIF) report (with criteiria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Competitive Level

Occupational Series

Pay Plan

Grade

Supervisory Status
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to indicate the Competitive Level to be displayed on the report.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset] as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Location (Duty City)

Location (Duty County)

SMSA

Rating/Pattern

Freeze Date

As Of Date

Modal Rating

Print SSN
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Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the Standard Metropolitan Statistical Area (SMSA)
to be displayed on the report. This code consists of a two-position state code, a
three-position county code, a four-position city code, a four-position (SMSA),
and the literal description. If a selection is made, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the applicable pattern and level. Click the down
arrow(s) to make your selection(s). If a selection is made, click [Include],
[Cancel], or [Reset], as applicable.

Click this field to indicate the applicable “freeze” date. Click the down arrows
to select the applicable month, day, and year. If a selection is made, click [Done]
or [Cancel], as applicable.

Click this field to indicate the applicable “as of”” date. Click the down arrows to
select the applicable month, day, and year. If a selection is made, click [Done] or
[Cancel], as applicable.

Click this field to indicate the applicable Modal rating. Click the down arrow(s)
to make your selection(s). If a selection is made, click [Include], [Cancel], or
[Reset], as applicable.

Click this field to indicate whether or not to print the ssn. Select the applicable
radio button. Valid values are Yes and No. This field defaults to Yes. If a
selection is made, click [Done], or [Cancel].
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Sort Order Click this field to indicate how you want the report sorted. There are up to five
levels of sort options for this field. After making your selection, click [Done],
[Reset], or[Cancel] as applicable.
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Retirement Eligibility

The Retirement Eligibility report (Figure 217) is displayed when you select Retirement
Eligibility on the Workforce Reports menu (Figure 107). This report displays a count across
all employees eligible to retire within the next ten years. This report allows an optional sort
across age also. These counts are grouped by the year of eligibility. Data for this report is
obtained from the Personnel History database and is updated biweekly.

The following criteria are used when determining an employee’s retirement eligibility:
e An employee that is 55, 56, 57, 58, or 59 years old with at least 30 years of service.
e An employee that is 60 or 61 years old with at least 20 years of service.

e An employee that is 62 years old with at least 5 years of service.

Organizational Structure

Parsonnel Office Identifer
Plan
upational Series

Lo mn 1
Ernployrnent Type [(PFT)

Education L
Length o
Include P
Tirme Frame
Sort By

Figure 217. Retirement Eligibility report

After running the Retirement Eligibility report (Figure 217), the Retirement Eligibility report
(with criteria) (Figure 218) is displayed.

Retirement Eligibility
U.s. Department Of Agriculture
Calendar vear = 2003 And Personnel Office Identifier = 5317 - Usda - Ocfo - Nft (new QOrleans, La) (ag90) And Pay Plan = Gs And Rn
Supervisory Status = Non-supervisory And Grade = 11 And Location (state) = Louisiana And Patco = Professional Or Administrative O
= Permanent Employees And Age == 20 Years Old &nd Length Of Service == & Years

By Org
Org Total pnpulahfm 2003 (%) 2004 (%) 2005 (%) 2006 (%6) 2007 () 2008 (%) 2000 (%) 2010 (34)
Off 0f The thief Fnancl Offcr 11 100 3 27.3 1 9.1 2 18.2 . . 1 9.1 1 9.1 1 o1
Total 11 100 3 27.3 1 9.1 2 182 o o 1 9.1 1 9.1 1 91

Total U.5. DEPARTMENT OF AGRICULTURE Population: 106375

Figure 218. Retirement Eligibility report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Disability Code
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Length Of Service

Include Percentages?

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this field is No. Valid values are
Yes and No. Multiple or block selections are not allowed. After making your
selection, click [Done] or [Cancel], as appropriate.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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Retirement Profile (Inc. Early Out)

The Retirement Profile (Inc. Early Out) report (Figure 219) is displayed when you

select Retirement Profile (Inc. Early Out) on the Workforce Reports menu (Figure 107). This
report displays a count of all employees in an organization that are eligible to retire under
regular or early-out options. Counts for employees eligible for “early outs” are displayed in
total and across both early out criteria options. Data for this report is obtained from the
Personnel History database and is updated biweekly.

The following CSRS criteria are used when determining an employee’s “early out”
eligibility:

e An employee with more than 25 years of service.

e An employee that is at least 50 years old with at least 20 years of service.

Crganizational Structure

Parzonnel Office Identifer
Pay Plan

cupational Series

Face and Mational Crigin
Education Lewel

Length of Service

Tirme Fra

Figure 219. Retirement Profile (Inc. Early Out) report

After running the Retirement Profile (Inc. Early Out) report (Figure 219), the Retirement
Profile (Inc. Early Out) report (with criteria) (Figure 220) is displayed.
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Retirement Profile (Inc. Early Out)
U.s. Department Of Agriculture

Calendar ¥Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC {NEW
ORLEANS, LAY (AG90) and Pay Plan = GS and RNO = White and Gender = Female or Male and
Supervisory Status = Non-Supervisory and Location (State) = Louisiana and PATCO =
Professional or Administrative or Technical and Employment Type = Permanent Employees and

Age == 20 Years Old and Length of Service == & years

By Crg
EIiL‘?I:Ie Tot Age (50+) Yrs of Serv
Tot Eligible Eligible and Yrs of (25+)
Org (Reg) 0 (Eeﬂ T kady 7 serw (20+) P (Age<50) e
th;' Dut) (Early Out) (Early Out)
Off 0f The Chief Fnancl 437 =] 185 129 a7 42
Offcr
Total 487 =13] 185 129 a7 42

Figure 220. Retirement Profile (Inc. Early Out) report (with criteria)

Field Instructions

Organizational Structure Click this field to indicate the organization level to be displayed on the report.

Personnel Office
Identifier

Pay Plan

Occupational Series
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The default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values

Education Level

Length Of Service

Time Frame

Sort By:

Report As Chart Or
Graph
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are Asian/Pacific Islander, Black, Hispanic, American
Indian/Alaskan Native, White, and Other. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or [Cancel], as applicable.
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The Roster of Employees report (Figure 221) is displayed when you select Roster Of
Employees on the Workforce Reports menu (Figure 107). This report displays a list of
employees in an organization. You can select an employee on the list to obtain information
about that employee. There are several categories of information for each employee. The
following fields are displayed on this report:

Name

SSN

Pay Plan

Occupational Series

Grade/Step

Base Salary

Pay Basis

Individual Position Number
Federal Service Computation Date
Tour Of Duty

Veterans Preference Code (NOTE: Codes X and N are abbreviated)
Official Title

Date Of Birth

Note: This report contains detailed data.

Organizational Structure

Personnel Office Identifar

ssion this Pay Period

Figure 221. Roster Of Employees report
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After running the Roster Of Employees report (Figure 221), the Roster Of Employee report
(with criteria) (Figure 222) is displayed.

Roster of Employees
Sensitive Personnel Data -- Use is Restricted
Pay Plan = GS and Occ Ser = 0301 - MISCELLANEQUS ADMINISTRATION & PROGRAM and Grade = 13 and Separation Accession Type = Mot Separate
Period
By Last Name

APPALACHIAN REGIONAL COMMISSION

(aP)

Pay Plan -

' Base SED for Ent Pres

Name Series - Type Appt/Emply Status Tenure 3 SCD for WGI
Croderstep  Salary Retirement Grade

ssNO Official Tide org2-5 PoI Duty Station MR No.

ARNOLD , AMY € GS$-0301-13/1 $61,251 (8)Temp/(1) Full-Time (0) Active (3) Group 3 02/03/2003  02/03/2003 02/03/200%
415-33-551% 01-00-0000-00 (4016) APPAL REG COMM-HRO RM 721 [WASHINGTON, DC)  (0010) Washingten - (11) DC 0134

Figure 222. Roster of Employees report (with critieria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit

Identifier

Pay Plan

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.

Grade
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The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.
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Disability Code

Gender

Race And National Origin

Education Level

Tenure Group

Uniform Service Status

Veteran Status
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate how you want the report sorted. There are up to six
levels of sort options for this field. Multiple or block selections are not allowed.
This field defaults to Last Name. After making your selection, click [Done]
or [Reset], as applicable.
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Salary Summary

The Salary Summary report (Figure 223) is displayed when you select Salary Summary on
the Workforce Reports menu (Figure 107). This report displays the total and average salary
for an organization. Data for this report is obtained from the Personnel History database and
is updated biweekly.

anizational Structures

Personnel Office Identifer
Pay Plan

ability Code
Gender

F.ace and Mational Srigin

Figure 223. Salary Summary report

After running the Salary Summary report (Figure 223), the Salary Summary report (with
criteria) (Figure 224) is displayed.

Salary Summary

U.s. Department Of Agriculture

Calendar ¥ear = 2003 And Personnel Office Identifier = 5317 - Usda - Ocfo - Nfc (new
Crleans, La) (ag90) Aand Pay Plan = Gs 4nd Rno = White And Gender = Female And

Supervisory Status = Mon-supervisory And Occ Ser = 0343 - Management And Program
analysis And Grade = 11 And Location (state) = Louisiana and Patco = Professional Or
Administrative And Employment Type = Permanent Employees And Age == 20 Years Old

and Length Of Service »= & Vears

By Org
Org Total Salary Avg. Salary Employee Count
Off Of The chief Fnancl Offcr +£1,050, 544,00 £E2,527.00 20
Total £1,050,544.00 £52,527.00 20

Total U.S. DEPARTMENT OF AGRICULTURE Population: 105375

Figure 224. Salary Summary report (with criteria)
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Field Instructions

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.



Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Title I, Chapter 29
Reporting Center

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A1 1. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Education Level

Length Of Service

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year and Fiscal Year.
The default for this field is Calendar Year. Multiple or block selections
are not allowed. After making your selection, click [Done] or [Cancel], as
applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization. After
making your selection, click [Done] or [Reset], as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are Chart and Graph. The default for this field is Chart.
Multiple or block selections are not allowed. After making your selection, click
[Done] or[Cancel] , as applicable.
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Statement Of Earnings And Leave

The Statement of Earnings and Leave report (window 1) (Figure 225) is displayed when you
select Statement of Earnings and Leave on the Workforce Reports menu (Figure 107). This
report displays an employee’s earnings statement for a pay period. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly.

Ernplay Social Security Murnber:

Figure 225. Statement Of Earnings And Leave report (window 1)

After completing the Employee Social Security Number field, click [Done]. The Statement of
Earnings and Leave report (window 2) (Figure 226) is displayed.

Ermmplovee Social Security Number:

Payrall Pay Periad:

Figure 226. Statement Of Earnings And Leave report (window 2)

After completing the Payroll Pay Period field on the Statement of Earnings and Leave report
(window 2) (Figure 226), the Statement of Earnings and Leave report (with
criteria) (Figure 227) is displayed.
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DOFFICE OF THE GHIEF FINANCIAL OFFIGER 70461-2015
FAY PERIOD DATE T84 CONTACT ACCT ORG [0 ;Eg;l
FSNO MO DA YR MO DA YR FiF FOINT STAT STRUCTURE Fal FLAN | GR | T A
000.00-0000 10M7/2004  10/20/2004 21 00-22 300064062 o010 00-70-40-0040 5317 38 12 | o8
TYFE SCOFOR FET. DEDUCTIONS
SALARY RATE EMFL LEAVE THIS AFFOINTMENT STATEMENT OF EARNINGS AND LEAVE
BEIGE.00|  PA FIT 3151055 751107
EARNINGS AND DEDUCTIONS
ITEM HOURS AMOUNT
CODE DESCRIPTION FiF .10 PP .10
01 REGULAR TIME B350 1,370.00 2 585 58 57 366,83
17 50 TRAVEL REIMBURSEMENTS 54.00
1 OVERTIME - PREMIUM RATE 250 130,50 10556 5,806.50
3 HOLIDAY WORKED 350 143.12
a4 CASH ANARD 875.00
&1 AHNUAL LEAVE 1650 1043 25 #0861 #1271
62 SICK LEAVE 152.25 ,467.12
fid COMPENSATORT LEAVE 200 150
66 OTHER LEAVE 12150 5,102.05
7 = gy PERIOD HOURS & GROSS PAY ™ 82,50 3.403.05 54,634.56
7502 RETIREMENT 27.10 f21.26
7515 TSP-FERS 160,36 2,992 56
78 SOCIAL SECURITY (DASDI) 209.57 5,084.01
77 FEDERAL TAX EXEMPTS M4 360,78 0,265.00
78 ST TAX LA EXEMPTS MOZ 10628 ZE1187
21 FEGL- COVERAGE $21,000 1285 213.05
a2 OFT FEGLI-AGE BRACKET 3 20,60 &70.00
a3 FEHBA- ENROLL CODE 105 112,88 2,580,482
&5 CHARITABLE CONTRIBUTHS 200 45,00
a8 SAVINGS ACCT wooococoDas 200.00 4,500.00
22 40 TSP LOAN REPAY (FED) 22,60 g27.80
97 MEDICARE TAX WITHHELD 43,01 1,128.86
== memmmamn TOTAL DEDUCTIONS e 131884 31,360.52
s NET PaY 217421 5277434
== DD/EFT ROUTING NO. soocoscoon
BOND ACCOUNT YEAR TO DATE LEAVE STATUS
AUTH | DEMOM- DEOUE BALANCE Na. 1SSUE FROJECTED FT. HRS
N INATION TION AvAIL. 155UED DATE TYRE ACCRUED USED BALANCE USE OF LOSE UNAPF M, G40
AHN 16800]  140.50 256 50 55,50 240.00
sIcK 2400| 13075 £46.25 Ei’;‘gg
COMP g
JOIN THE CHALLENGE HEALTHIERFEDS-OCTOBER 4TH-
DECEMBER 26TH. FOR MORE INFORMATION WISIT:
HT TRuANIAY. OP M. & DWHEALTHIERFEDS/
TSP OPEM SEASON 1S OCT.15-DEC.31. FEHE AND F5A
OFEN SEASON NOVEMBER 8-DECEMEER 31, CONTACT YOUR
SERVICING PERSOMNEL OFFICE FOR ADDITIONAL INFO.
Official Fay Date 11/11/2004
Joe Harley

100 haple Lane
New Orleans, LA 70000-0000
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Figure 227. Statement Of Earnings And Leave report (with criteria)
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Field Instructions

Employee Social Type the employee’s nine-digit ssn in this field. After typing the ssn,
Security Number click [Done].
Payroll Pay Period Select the pay period to be displayed on the report.
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»Table 74 Official Titles And Title Codes

The Table 74 Official Titles And Title Codes report (Figure 228) is displayed when you select
Table 74 Official Titles And Title Codes on the Workforce Reports menu (Figure 107). The
Table 74 Official Titles And Title Codes report (Figure 228) displays official position titles
which are formally assigned titles as assigned per OPM. Data for this report is obtained from
TMGT, Table 074, and is updated nightly.

Ceooupational Series

Sork Order: Qccupational Series Code, Official Titile Code

Figure 228. Table 74 Official Titles And Title Codes report

After running the Table 74 Official Titles And Title Codes report (Figure 228), the Table 74
Official Titles And Title Codes report (with criteria) (Figure 229) is displayed.

Official Titles and Title Codes Currently

Effective at NFC (Table 74)
Occ Ser = 0343- MAMNAGEMENT & PROGREAM AMALYSIS
By Occupational Series Code , Official Titile Code

Occ Ser Position Official Tite Official Tide Code
0343 MGMT AMALS SFFCR ooo1
0343 MGMT AMAL oooz
0343 PR2G AMAL ooz
0343 MGMT & PROCG AMAL ooo4
0343 PR2G AMALS OFFCR ooos
0343 MGMT & PROG AMALYS OFFCR ooo&
0343 FEGML AMAL ooz
0343 PROGE OFFCR aoos
0343 PR.CJ CWLPMT SFFCR goo9
0343 MEP [PROGFPROI DVLPMT o010
0343 COMPR SPECLST (LAN COORD) aozz
0343 COMPR SPECLST (EMD USER SUPPORT) 00232
0343 BUS PROCZESS AMAL ooz4
0343 CIRECTOR ooz3
0343 PROG ARAL [CLAIMS REMOWAL) ooze
0343 PROG ARAL [DAMAGE CLAIMS) ooz7
0343 PROG AMAL [FIMAMCL) aoza

Figure 229. Table 74 Official Titles And Title Codes report (with criteria)

Field Instructions:

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.
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Sort Order
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Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable.
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Table 76 Working Titles And Title Codes

The Table 76 Working Titles And Title Codes report (Figure 230) is displayed when you
select Table 76 Working Titles And Title Codes on the Workforce Reports menu (Figure 107).
The Table 74 Working Titles And Title Codes report (Figure 228) displays the working titles
which are informal titles established by the agency in order to better identify positions and
functions. Data for this report is obtained from TMGT, Table 076.

working Title Code

Sort Srder: Working Title Code

Figure 230. Table 76 Working Titles And Title Codes

After running the Table 76 Working Titles and Title Codes report (Figure 230), the Table 76
Working Titles And Title Codes report (with criteria) (Figure 229) is displayed.

Working Titles and Title Codes Currently Effective at NFC {(Table 76)
wWarking Title Code = 2150
By Working Title Code

Working Tite Code
EMER PREPAREDMESS OFFCR 21350

Figure 231. Table 76 Working Titles And Title Codes report (with criteria)

Field Instructions:

Working Title Code Click this field to indicate which codes to include on the report. After making

Sort Order

your selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select two levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done] or [Cancel] as
applicable.«
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Union Activity Exception Report

The Union Activity Exception report (Figure 232) is displayed when you select Union
Activity Exception Report on the Workforce Reports menu (Figure 107). The Union Activity
Exception report (Figure 232) provides information on employees whose union/association
dues are not withheld or changed during a pay period. Data for this report is obtained from
the T&A database and is updated biweekly.

rrganizational Structure

“ear and Pa u Pa

Figure 232. Union Activity Exception report

After running the Union Activity Exception report (Figure 232), the Union Activity
Exception report (with criteria) (Figure 233) is displayed

Union Activity Exception Report
Sensitive Personnel Data -- Use is
Restricted

U. 5. DEPARTMENT OF AGRICULTURE
Office Of The Chief Fin Ofc
Matonal Finance Center
For 2007 - 01

Exception
Count

22-2341 MAIL TC HEADQUARTERS 2

Union - Local DescHpbon

Selection criteria: vear and Pay Period = 2007 - 01

Figure 233. Union Activity Exception report (with criteria)

Field Instructions

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.
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Personnel Office
Identifier

Pay Plan

Grade

Union/Association

Local/Lodge

Year And Pay Period
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Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the code for the union/association to be displayed on
the report. This is a two-position code. Valid values are 01 through 99.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the code for the local/lodge to be displayed on the
report. Both the four-position code and the literal are displayed on the report.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Union Roster And Activity Report

The Union Roster And Activity report (Figure 234) is displayed when you select Union
Roster And Activity Report on the Workforce Reports menu (Figure 107). The Union Roster
And Activity report (Figure 234) displays information in a union/association. Data for this
report is obtained from the T&A database and is updated biweekly.

Organizational Structure

ice Identifar

i this Pay Periad

Ernp

=iy

Figure 234. Union Roster And Activity report

After running the Union Roster And Activity report (Figure 234), the Union Roster And
Activity report (with criteria) (Figure 235) is displayed.

Union Roster and Activity Report
Sensitive Personnel Data -- Use is Restricted

U. 5. DEPARTMENT OF AGRICULTURE
Office OFf The Chief Fin Ofc
Mational Finance Center
For 2007 - 01

Union - Local DescHplon Employee
Count
09-0000  SEMICR EXECUTIVES ASSOCIATION USDA 1
o2-23541 MAIL TS HEAD QUARTERS 145
S3-0000 ES&RA LUSDA 1

Selection criteria: Year and Pay Period = 2007 - 01

Figure 235. Union Roster And Activity report (with criteria)
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Field Instructions

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Location (Duty State)

Location (Duty City)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.
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Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the code for the union/association to be displayed on
the report. This is a two-position code. Valid values are 01 through 99.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the code for the local/lodge to be displayed on the
report. Both the four-position code and the literal are displayed on the report.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals, Not Equal To, Less Than Or Equal To, Less
Than, Greater Than Or Equal To, and Greater Than.

The second down arrow is used to indicate the month. Valid values are 01
through 12.

The third down arrow is used to indicate the day. Valid values are 01
through 31.

The fourth down arrow is used to indicate the year.

Valid values are 1945 through 2 004 .Multiple or block selections are not
allowed. After making your selection, click [Done] or [Cancel] as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable.
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Use-Or-Lose Leave Report

The Use-Or-Lose Leave report (Figure 236) is displayed when you select Use-Or-Lose
Report on the Workforce Reports menu (Figure 107). The Use-Or-Lose report (Figure 236)
displays a list of employees (by organization) who are in a use-or-lose situation regarding
annual leave. Data for this report is obtained from the Payroll/Personnel database and is
updated biweekly.

Organizational Structure

F.:
Educa
Length

n this Pay Period

Figure 236. Use-Or-Lose report

After running the Use-Or-Lose report (Figure 236), the Use-Or-Lose report (with
criteria) (Figure 237) is displayed.

Listing of Employees With LeaveTo Be Used Before End-Of-Year
(Annual, Comp Time, Rel OBS Comp Use-Or-Lose Leave Balance)
As Of
Sensitive Personnel Data -- Use is Restricted
U. 5. DERARTMENT OF AGRICULTURE
Dffice Of The Chief Fin Ofc
National Finance Center
Govarnmant Employaas Services Division
Government Employees Services Branch

(AG9070400040)
o
Cur  Leave  *rr
- Use-  Leave Rel  ALCat
Name $SND org Type Emply '22ve Annual Accrual Projected o 0y ©OMP npo wuychonge
Cat leave Through YearEnd Leave
Llose  YTD comp This Year
Balance Year- Balance
End
AG-90-70-40-0040-00-00-00-00 (1) Full-Time &  10.25 40 s50.25 0 17625 0.25 o
AG-00-70-40-0040-00-00-00-00 (1) Full-Time & 408 a0 448 208 ] 1o
AG-90-70-40-0040-00-00-00-00 (1) Full-Time & 2235 40 2635 235 13175 1o
AG-90-70-40-0040-00-00-00-00 (1) Full-Time & szz 40 36z 122 9% 125 o
AG-00-70-40-0040-00-00-00-00 (L) Full-Time & 25 40 165 125 [ERNTE I
AG-90-70-40-0040-00-00-00-00 (L) Full-Time &  68.75 40 108.75 o 1485 0 -p25
AG-90-70-40-0040-00-00-00-00 (1) Full-Time & 2z0 34 254 14 92 ]
AG-90-70-40-0040-00-00-00-00 (1) Full-Time & 346 40 386 146 2 o o
AG-90-70-40-0040-00-00-00-00 (1) Full-Time 6  255.75 34 289.75 49.75 107 2 0
AG-90-70-40-0040-00-00-00-00 (L) Full-Time 6  259.25 34  203.25 53.25 10675 0

Figure 237. Use-Or-Lose report (with criteria)
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Field Instructions

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.
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Veteran Status
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Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is A11. Multiple or block selections are allowed. After making
your selection, click [Done] or [Cancel], as applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. If no sort options are selected, Last Name is used to sort
the data.

343



Title I, Chapter 29
Reporting Center

344



Title I, Chapter 29
Reporting Center

Workforce Analysis

The Workforce Analysis report (Figure 238) is displayed when you select Workforce
Analysis on the Workforce Reports menu (Figure 107). This report displays a listing of
employees within an organization. Data for this report is obtained from NFC’s
Payroll/Personnel database and is updated biweekly.

Organizational Structure

Persannel Office Identifer

Locatian [ Dty
Ermmployrent Type [(PFT]

ity Code
.
ace and Mational Crigin
Education Level
Tenure SGroup
Uniform Service Status

parated or Accession this Pay Period

Figure 238. Workforce Analysis report

After completing the Workforce Analysis report (Figure 238), the Workforce Analysis report
(with criteria) (Figure 239) is displayed.
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Organizational Structure and Workforce Analysi
Pay Plan = GS and Supervisory Status = Non-Supervisory and Occ Ser = 0343- MANAGEMENT & PROGRAM
Separated or Accession this Pay Period and Location {(Duty State) = LOUISIANA and Location {Duty City)
county) = LOUISIANA - ORLEANS and Employment Type = Permaner
By Pay Plan, Grade, Step

U. 5. DEPARTMENT OF AGRICULTURE
Office Of The Chief Fin Ofc
National Finance Center

(AGI070)

Pay Plan - Base  Pay Position Des. Federal (HEuT)
Series - Service Tour or

Grade /Step Salary Basis Mumber Comp Date Temp

Date of

SSNO Birth

G5-0343-13/10 $98,041 PA  SO00£4-00009367 05/03/1973
G5-0343-13/10 $98,041 PA  SO0S0S0-00007736 10/12/1976
G5-0343-13/9 $95,527 PA S00043-00009963 06/20/1988
G5-0343-13/3 $395,527 P& S98045-00003735 0&/23/1985
G5-0343-13/8 $92,012 PA  104014-00040054 01/18/1987
G55-0343-13/8 $92,012 PA  S05047-00060025 06/25/197¢
G5-0343-13/8 $393,012 P& S98045-00002845 08/25/1988
G5-0343-13/7 $90,492 PA  592048-00009607 05/10/1987
G5-0343-13/6 $87,984 PA I010S0-0001007S5 0L/27/1991
G5-0343-13/4 $82,956 P& S00064-00070002 122171986

MM MMM T oo
TTTUWUOTTOTUOTTTTOTD

Figure 239. Workforce Analysis report (with criteria)

Field Instructions

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done], [Cancel], or [Next], as applicable. If you click [Next],
additional organizational information is displayed. You can continue to make
selections and click [Next] to further customize your selection. There are nine
organizational levels available when clicking [Next]. Multiple or block
selections are not allowed when you click [Next]. If you wish to return to the
previous level, click [Previous]. Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit

Identifier POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or [Cancel] as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only) or Pay
Bands (DOC Only). If you select either Blue Collar (DOC
Only) or Pay Bands (DOC Only), you can select Pay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.
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Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional, Administrative, Technical,
Clerical, Other, and Blue collar. The default for this field is A11.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor,
Supervisor/Manager, Management, Supervisor (CSRA),
Management (CSRA), Leader, and Non-Supervisory. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There Were No
Counties Designated For The Selected State, will appear. If this message
appears, click [Cancel] to return to the report. The default for this field is A11.
Multiple or block selections are allowed. If a selection is made, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include for definitions of the various employment
types. The default for this field is A11. Multiple or block selections are
allowed. After making your selection, click [Include], [Exclude], [Cancel], or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Done] or [Cancel], as applicable.
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include for definitions of the various handicap types. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
are Male and Female. The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander, Black, Hispanic,
American Indian/Alaskan Native, White, and Other. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group, Group 1, Group 2,
and Group 3. The default for this field is A11. Multiple or block selections
are allowed. After making your selection, click [Include], [Exclude], [Cancel],
or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve, Standby Reserve,National Guard,
Retired Military-Regular, and Retired
Military-Non-regular. The default for this field is A11. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91),Vietnam Era Veteran, Pre-Vietnam Era
Veteran, Post-Vietnam Era Veteran, and Not A Veteran
(After 9/30/91). The default for this field is A11. Multiple or block
selections are allowed. After making your selection, click [Include], [Exclude],
[Cancel], or [Reset], as applicable.
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Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals, Not Equal To, Less Than Or Equal To, Less
Than, Greater Than Or Equal To, and Greater Than.

The second down arrow is used to indicate the month. Valid values are 01
through 12.

The third down arrow is used to indicate the day. Valid values are 01
through 31.

The fourth down arrow is used to indicate the year.

Valid values are 1945 through 2 004 .Multiple or block selections are not
allowed. After making your selection, click [Done] or [Cancel] as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated, Regular, Deceased, and
Accession This Pay Period. The default for this field is Not
Separated Or Accession This Pay Period. Multiple or
block selections are allowed. After making your selection, click [Include],
[Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field is A11. Multiple or block selections are allowed. After
making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time, Part-time, Intermittent, Fee
Basis Of Piecework,and First 40 Hours. The default for this
field is A11. Multiple or block selections are allowed. After making your
selection, click [Include], [Exclude], [Cancel], or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is A11. Multiple or block selections are allowed.
After making your selection, click [Include], [Exclude], [Cancel], or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include], [Exclude], [Cancel], or [Reset], as applicable.

349



Title I, Chapter 29
Reporting Center

Sort Order

350

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done], [Reset],

or [Cancel] as applicable.
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you

can use this index to locate the page number.

A

About The Reporting Center, 1
Access And Security, 3

Account Number
Energy Data Download Report, 32
Energy Detail Report, 40

Energy Summary Report, 46
Telephone Download Report, 58

Telephone Over the Max Limit Report, 61
Utilities (UTVN) Download, 63

Account Status, 58

Accounting Month, 71

Accounting Station, 72
Active Emplovee Search By Last Name, 104

Adjustment Type, 78
Advance Date, 66
Advance Notice Date, 66

Age
All Actions Minority Profile Report, 115
All Actions Report, 111
Education Level Profile Report, 163
Employment By Disability Code Report, 187
Employment Changes Report, 191
Gender Profile Report, 199
Grade Distribution Report, 203
Grade Range Report, 211
Grades Across Minority And Gender Report, 207
Hires Minority Profile Report, 123
Hires Report, 119
Leave Balances Report, 215
Leave Liability Report, 221
Length Of Service Profile Report, 227
Life Insurance Listing Report, 232
Manpower Analysis Report, 238
Minority Profile Report, 243
Occupation (PATCO) Profile Report, 247

Organization Profile Report, 253

}Overdue Performance Appraisals, 2824
Pay Plan And Grade Distribution Report, 257

Promotions Minority Profile Report, 131
Promotions Report, 127

Retirement Eligibility Report, 267

Retirement Profile (Inc. Early Out) Report, 271
Roster Of Employees Report, 275

Salary Summary Report, 281

Separations Minority Profile Report, 139
Separations Report, 135

P 1103/1105 Series Listing, 1514
Use—Or-Lose Report, 295
Workforce Analysis, 304

Age Profile, 143
Agency

Cost Metrics Report, 27

Energy Data Download Report, 29

Energy Detail Report, 38

Energy Summary Report, 44

FSDW Abnormal Balance By Fund Report, 71
FSDW Abnormal Balance By Treas Sym Report, 73
FSDW Adjustments Report, 75

}FSDW BR And SF113 Comparison, 774

FSDW Consolidated Financial Statements Report, 79
FSDW Crosswalk Trial Balance Report, 83

FSDW Eliminations Report, 85

FSDW Financial Statement Consistency Report, 91
FSDW FMS2108, 89

FSDW GL Account Trial Balance Report, 95

FSDW Preliminary Financial Statements Report, 97
FSDW SF133, 99

FSDW Trial Balance By Treasury Symbol Report, 103
FSDW Trial Balance Report, 101

GESD Request Tracking, 35

SF-224 Abstract Of Trans (SCAP5D) Report, 71
Telephone Download Report, 57

Telephone Over the Max Limit Report, 61

Utilities (UTVN) Download, 63

ALC, 68
All Actions, 109
All Actions Minority Profile, 113

Appn/Allottee

Energy Data Download Report, 30
Energy Detail Report, 38

Energy Summary Report, 44
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Appropriation Fund/Receipt Symbol, 72
As Of Date, 263

Beginning Fiscal Year, 74

Billing Cycle, 59
Bills Dated, 68

P Birth Month, 2824

Budget Act.
Energy Data Download Report, 31
Energy Detail Report, 40

Energy Summary Report, 45

}Bureau Name, 874

C

Canceled Payments Requiring Agency Action (DOTS),

147
Carrier
P PACS 4511 Carrier Trans. And Sum., 2854
>PACS 4512 Carrier Trans. And Sum., 2874
P PACS 4513 Health Benefits, 2894
’PACS 4514 Carrier Tran. Detail, 2914

Change Password, 23
Change Your Password, 7

Change Your Password Pop—up Field Instructions, 23

Civilian Employment (SF113-A) Report, 149
Civilian Employment (SF113-G) Report, 151

Class/Sp. Purpose
Energy Data Download Report, 30
Energy Detail Report, 38

Energy Summary Report, 44
Competitive Level, 262

Confirm New Password, 24

Contact Point
Leave Error, 49
T&A Error Analysis, 51

T&A Missing Personnel Actions, 53
T&As Not Received By NFC, 55

Control Number
FSDW Adjustments Report, 75

FSDW Eliminations Report, 85

Index - 2
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